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This little book is aimed at a real want felt in most commercial schools 
and commercial departments of high schools. It does not presume to supply 
«11 the material requisite for a complete training in Book-keeping and Cor- 
respondence, and yet it aims at giving the best form of instruction in each, as 
£ar as it goes. And in this matter it is not, in any sense, an experiment, but 
the result of years of experiment and faithful labor. The first part of the 
book — ^that which relates to the subject of accounts — has been substantially in 
use in the commercial schools for the past twelve years, and has received the 
best form of endorsement from eminent teachers — that of constant use in 
their classes. The original book, of which this is a revision and enlarge- 
ment, has served as a book of initiatory instruction in accounts in a large 
share of the busineas colleges of the country, while it has been used, as a 
complete text-book, in many of the commercial departments of high schools 
jind academies in the United States and Canada. 

While the sets in the ** Business Series " were and are well adapted to 
develop the subject of Book-keeping, it has been long felt by the more exact- 
ing teachers that the preliminary instruction was too brief and too restricted 
in its application ; for while the plan of teaching the science by first intro- 
ducing separate accounts (original with this treatise) was felt to be the only 
true and logical plan, it was found that these exercises were not rendered 
aufiSciently simple, and that there was a lack of sufiScient material to enforce 
the lessons upon minds not able to grasp an idea or a principle upon its 
presentation ; and so teachers have been forced to supplement the work of the 
book with material of their own. The revision has fully remedied this fault, 
and has, besides, developed the subject in a more gradual and better classified 
method. There has been no chance work here. Every step has been taken 
cautiously and with a view to final results, and nothing has been omitted 
which was deemed essential to a complete logical enforcement of the subject. 
The first part of the book, in the form of ** Advance Sheets," was sent out 
nearly a year ago, and has been faithfully tried in a large number of business 
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colleges, where it is still in use; and the positive opinion o£ those vvUo havi* 
thus tested it leaves no dnubt in the author's mind that he has, at last, com- 
pletely satisfied their demands. 

The addition of a chapter on Business Correspondence is deemed of the 
first importance; for, although there are plenty of text-books on Letter- 
Writing and English Grammar, there are very few, so far as the author is- 
aware, that can be used economically or effectively in this connection. The 
eame general idea which has prevailed in preparing the matter for Book- 
keeping is carried out in this part, viz. : to give but little preliminary instruc- 
tion, and that the most important and most readily applied, and to place in 
tlie student's hands plenty of material whereby he may work out the practical 
results, either by himself or under the guidance of his teacher. There is no 
thought to do away with the study of English Grammar or English Ck)m position, 
as such, but rather to show the importance of such study, and to make some- 
progress in it necessary. There is no book, so far as the author knows, that 
comprises so much material for work in Ck)rrespoudence as is embraced in 
these thirty pages ; and it is believed that if this material is properly used, it 
will be sufficient in most cases to correct prevailing errors in Letter- Writing. 

The Appendix is an important part of the book, not merely for its fonns, 
but more for the additional matter for practice which it contains. Those who 
have felt the need, in the old book, of forms for principal books and methods 
of using them will find this omission happily supplied in the Appendix, while 
the extra material for test- work, and especially for the adjustment of partners* 
interests under various conditions, will find favor in the eyes of thorough 
teachers and earnest pupils. 

In short, the New Manual is oflfered to teachers as covering an important 
part of business training, and while it does not seek to displace other booka 
on the same subjects, it is confidently believed to contain matter which will 
aptly supplement any such book now in use. 

And with this estimate of its place among commercial textbooks, thcx 
author respectfully submits it. 

Nbw Yobk. Augwt 1, mU. 
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CHAPTER I. 

ACCOUNTS. 

§!• — Book-keeping is the recording of the dealings of a 
business. 

§3. — This is best done through the form of Accounts. 

§ 3. — An Account is a collection of items so arranged under 
a proper head^ as to show a definite result. 

§4. — Among the results shown by accounts are: 1. The 
amount of money on hand ; 2. What is owed to the business, 
and what the business owes ; 3. What has been gained or lost 

§ 5. — The amount of cash on hand is shown by the Cash 
account. What is owed to the business, and what the husi- 
ness owes is shown in accounts with persons and in accounts with 
notes and acceptances. [The notes and acceptances in our favor 
are called Bills Receivable, and the notes and acceptances against 
us are called Bills Payable.] What has been gained or lost ia 
shown in accounts recording the activities or the operations of the 
business. 

§ 6. — The statements and examples which follow are intended 
to cover the objects and methods of these different classes of 
accounts. 

I. CASH ACCOUNT. 

§7. — 1. The Object. To show the dealings in cash, and 
the am/ount of cash on hand. 

§8.-2. The Method. When cash is received, the 
amount is placed on the left or debit side ; and when j^^idf 
the amount is placed on the right or credit side. The excess 
of the debit over the credit will be the amount on hand. 
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* § 9: — Example of Cash Account. 



Items. 

Im Received cash, $15.75. 

2. Paid cash, $5. 

3. Received $50. 

4. 'Paid$3.75. 

5. P9^d.$4.50. 

6. Paid $12. 

7. Received $15. 

8. Received $2.50, 

9. Paid $14.30. 

10. Paid $9. 

11. Paid $1BA5. 



Dr. 



Oasli. 



Or, 



Oash leceived. 


Cash paid 


1 


15 


75 


2 


5 




3 


50 




4 


3 


75 


7 


15 




5 


4 


50 


8 


2 


50 


6 


12 






88 


85 


9 
10 


14 
9 


ao 








11 


12 

60 


15 

70 



Received - 
Btld - - 

On hand - 



$8S.S5 
60.70 

IM.55 



Material for Practice. 

§ 10. (First Series.) Items. — 1. Received cash, $125. 

2. Paid cash, $25.13. 3. Paid $12.35. 4. Paid $19.75. 

S. Received $119. 6'. Received $Ji9.25. 7. Paid $27. - 

8. Paid $U.83. 9. Paid $12.17. 10. Reoeiyed $13.50. 

11. Paid $U.75. 12. Paid $93.75. 

Required, haUanee of cash an hand. 



§ 11. (Second Series.) Items. — 1, Received cash from the pro- 

pmeUxe, $175. 2, Received cash on accoant of Jones & Co., $75. 

3. Paid cash for goods. $29. 12. 4. Received cash for goods, $182.35. 

5. Paid office boy, $7. 6* Paid for stationery, $25. 

7. Received on J. Triplet's note, $180. 8. Received for goods, $125. 

9. Paid salaries, $112.50. 10. Paid to proprietor, $50. 

11. Received on Abram Stuart's account, $37.50. 12. Paid store 

r»nt, $150. 

Required, balance of cash on Tiand. 



§ 13. (Third Series.) Items.— i. Cash invested by H. B. Bryant 

(pMftoer), $1000. 2. Cash invested by C. E. Carrol (piirtner), $1200. 

3. Paid cash for merchandise, $450. 4. Received cash for 

merchandise, $29.12. 3. Received cash for merchandise; ^7<?. ^5. 

€. Paid cash for our note, $300. 7. Paid cash for interest due on 
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mortgage, $112.50. - - - - 8» Paid casb for store rent, $150. d. Received 

-cash on Jones's account, $102, jf O. Paid cash to H. B. Bryant (partner), 

$75. 11. Borrowed cash on our note, $490. 12, C. E. Carrol 

{partner) drew cash on private account, $50. 1S» Paid cash for insur- 
ance on goods, $125. 14, Received cftsh from H. B. Bryant, $200. 

IS, Paid cash to book-keeper, $100. 

Required, the balance of cash on hamd. 



§13. — Debts owed to the business, and debts owed by the 
business are shown in accounts with persons under their proper 
names, and in accounts with notes and acceptances under the 
titles, Bills Eecei^able and Bills Payable. 

II. PERSONAL ACCOUNTS. 

§ 14. — 1. The Object. To show our dealings with persons, 
:and what they owe us or we owe them. 

§15. — 2. The Method. All items in our favor are 
placed on the debit side of the account of the person who thus 
owes us, and all items against tis are placed on the credit 
side of the account of the person whom we thus owe. The dif- 
ference will be the fact of debt for or against us. If the debit 
side is the larger, the person owes us the difference ; and if the 
-credit side is the larger we owe the person the difference. If 
•the sides are equal, the indebtedness is, of course, canceled. 



§ 16. — Examples of Personal Accounts. 

Dr. H. E. Hlbbard. Cr. 

f 

Items. 



1. Dealings with H. E. Hibbard. 

1, Sold him goods for $15.75. 

2, Received from him, cash, $10. 
S, Sold him goods for $25. 

4, Sold him goods for ^m 75. 

5, Received his note for $80. 





In his favor. 


1 


15 


75 


2 


10 




3 


d5 




5 


ao 




4 


18 

69 


75 

50 




40 





Total deMtB - ISaaO 
Total crests - 40 



Heoweaus 



$i9.6Q 
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Dr. W- A. Miller. (7r. 



items. 

Dealings with W. A. Miller. 

1. Bought goods of him, at $76, 

2. Bought goods of huu, at ^5(7. 

3. Paid him cash, $26. 

4. Gave him our note for $60, 



Items. 

Dealings with E. R. Fblton. 

1. He owes us $100. 

2. He buys goods of us, at $62,50, 
Hm He pays us cash, $60. 

4:, He l)uys goods of us, at $37,60. 
5, He gives us his note for $160. 



Against him. 


In his £a\ror. 


3 


25 




1 


75 




4 


60 




2 


50 






8S 






126 


, 



Br. 



Total credits - $135 
Total debit s • 86 
We owe him - $40 

E. R. Feltou. Vr. 



Against him. 


In his iaTor. i 


1 


100 




3 


50 


2 


62 


50 


6 


150 


4 


! 87 

800 


50 




300 



Total debit«fi. $300. Total credits, $200. 
Canceled. 



Material for Practice. 

§ 17. (First Series.) Items. — 1, Thomas Hunter owes us a 

balance of $100. 2, He buys of us on credit, goods amounting to 

$27,60. 3, He pays us cash, $26. 4. He borrows of us cash, 

$60, 5. He gives us his note to apply on account, for $50. 

6. He pays a debt for us of $76. 7. He works for us four days for 

which we credit him $S, 8» He loans us cash, $76. ----- d. We sell 

him goods amounting to $26. 

Beqmred, the balance of indebtedness far or against him. 

v§18. (Second Series.) Items. — i. We deposit in State Bank, 

$375. ;^. W6 pay a bill by check on the Bank, $:25. 3, The 

Bank collects a note for us, and credits us with the amount as a deposit, $150. 

4. Paid for goods by check, $19.76. 5. Deposited, $250. 

G, Paid for note by check, $160. 7. Bank pays for our note left for 

collection and charges amount to us, $110. 
Beqmred, the baianee in Bank. 

§19. {TniKD Smcsss— Four Separate Accounts.) Items. — i. Sold 

Robert Hall on credit, 8 brls. Flour, at |10 per brl., f '^. Bought 

on credit of A. Stuart, dry goods for $127.60. 3. Sold Peter Cooper 



BILLS RECEIVABLE ACCOUNT, ^ 

on credit, merchandise for $Jf£5. 4t, Received cash from Peter Cooper^ 

$150. 5. Sold goods on Thomas Jones's order, for $25. 6. Bor- 
rowed cash of Thomas Jones, $125. 7. Paid cash on A. Stuart's order^ 

$127.50. S. Sold Robert Hall 20 bush. Wheat, at $1.25 per "bush., 

$ U. Sold Peter Cooper 20 brls. Flour, at $9.25, $ : 

10, Bought of A Stuart, dry goods for $850. - 11, Sold merchandise 

on A. Stuart's order for $200, 12, Paid A. Stuart cash, $150. 

13, Received cash from Peter Cooper, $200. -Id. Gave Thomas Joneei- 

our order on Peter Cooper for the balance of his (Jones's) account, $ .* 

15, Lent Robert Hall, $75. 10, Bought of Peter Cooper a set- 

of double harness for $250. 17 > Received Rob't Hall's note for $50, 

Required, the standing of the several accaurUs, 



§ 20. — Notes and acceptances are written evidences of debt* 
A Note is a direct promise to pay a certain sum of money at a 
certain time ; and an Acceptance is a similar promise in a dif- 
ferent form. [Full descriptions of these documents are given in 
§83, page 30.] 

§ 21. — Other people's notes and acceptances which come into* 
our hands are called Bills ReceivoMe because we are to receive 
the amount stipulated therein; and our notes and acceptances 
which pass into other people's bauds are called Bills Fayable, 
because we are to j)ay the amount stipulated. Thus, Bill* 
Receivable account will show what others owe us on written 
promises, and Bills Payable account will show what we owe others^ 
on written promises. 

III. BILLS RECEIVABLE ACCOUNT. 

§22. — 1. The Object. To show our dealings in other 
people's notes and acceptances, and the amount of such notesr 
and acceptances on hand, 

§ 23. — 2. The Method. When other people's notes or 
acceptances are received the amount written upon the face is 
entered on the debit side of the account, and when such paper is 
paid, or in any way disposed of, the amount of the face is 
entered on the credit side of the account. The difference, if 
any, will be the amount of other people's paper on hand. 



* In this case the person who owes us pays the person wfe^jug w^ ow^- Tji/p rnrw^r 
should be credited, and the latter, debited. 
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§ 24.— Example of Bills Receivable Account. 

Dr, Bills Receivable. Or. 
Items. 

1. Received J. Phillip's note, in pay- 

ment of account, for $375, 

2. Received Charles Jones's note for 

S160. 

3, Disposed of Phillip's note, #.1.... 

4, Received Samuel Felton's accept- 

ance in payment for goods, $215. 
•S* Chas. Jones pays his note, f 



Notes and Accept- 
aaces receiTed 


Notes and Accept- 


1 


375 




S 


875 




2 


150 




5 


150 




u 


215 

740 






6B6 





Received - - 
Disposed ofj 
Onhand - • 



1740 
685 



%915 



Material for Practice. 

§ 25. (First Series.) Items. — i. We have on hand F. Luick's 

note of $250. 2m Received Smith & Co/s acceptance in payment for 

goods, $149.50. 3* Received H. Seymour's note to apply on his account, 

-$75. 4. F. Luick pajrs his note, $ 5. Sold H. Seymour's 

note, $ 6. Received H. Potter's note in settlement of account, 

$137.40. 7. Exchanged H. Potter's note for goods, f 

S, Received of J. Cuyler, in settlement of account, P. Cooper's acceptance 

for $250. 9. Smith & Co. have paid on their acceptance $50. 

10m Sold merchandise to J. Sizer, receiving his note therefor, for $110. 

Bequiredy the amount of business paper on hand, 

§ 26. (Second Series.) Items. — 1. Have on hand the following 
paper : H. Cornell's note of $500 ; P. Dickson's acceptance of $75 ; B. Horton's 

acceptance of $125 (enter separately). 2* Sold C. Randall merchandise, 

and received his note for $117.50. 3. Gave P. Dickson's acceptance in 

part payment for goods, $ 4, Received of B. Wise, to apply 

on his account, his note for $175. 5. Sold B. Horton's acceptance, 

$ Sm Exchanged notes with F. C. Woodbury for our mutual 

accommodation, $200. 7. Received Robert Anderson's note in payment 

for goods, $75. 8, Sold A. J. Rider merchandise, and received his note 

for $100 in part payment. 9, Received cash for F. C. Woodbury's 

note, f 

Required, the nates and acceptatiees on hand. 

§27* (Third Series.*) Items. — i. Sold merchandise to G. Wake- 
man for $200, receiving his note at 30 d& in payment. 2, Received of 

James Parton, his note at 10 ds. in full of his account, $129. 3, Sold 



* The amounts to be entered in Bills Receivable account appear in iUMe^ 
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Wakeman's note of $200 at a discount ; receiving cash, $199.33 ; discount off^ 

$0.G7. - 4. Bought H. B. Bryant's note of $400^ due in 3 months, at a 

discount of $6. Paid net cash, $394. o. Paid cash, less discount, for 

the following notes f J. Smith's, having 20 ds. to run, $300 — discount off, $1 ; 
C. E. Stuart's, 15 ds. to run, |^,?75— discount off 69f ; J. H. Pollock's, 17 ds. to 

run. $350 — discount off, $1.05. 6\ Received cash for J. Smith's note, 

now due, f 7* Paid out C. £. Stuart's note, to apply at face 

value on J. Rautoul's account, $ ■ 8, Received E. G. FoLsom's 

aote, at 30 ds., in full of account, $S10, 9. Paid cash for F. Goodman's 

acceptance of $400, favor of G. A. Gaskell, at 30 ds.— discount allowed, $2. 

lO, J. Parton pays his note of $129 in cash, with the accumulated. 

interest thereon of $3.50. 

Bequiredy the notes and acceptances on hand. 



IV. BILLS PAYABLE ACCOUNT. 

§38. — 1. The Object. To record our issues of notes and 
our acceptances of drafts — ^and to show, at any time, our out- 
standing paper. 

§ 29. -— 2. The Method. When we issue a note, or 
ancept a draft, the face or amount of such paper is entered 
on the credit side of the account, and when we redeem such 
paper its face or amount is entered on the debit side of the- 
account. The difference, if any, will express the amount of 
paper we have outstanding, 

30.— Example of Bills Payable Account. 

Br. Bills Payable. Cr, 



Items. 

/. Issued our note to Peter Cooper 

for $300. 
*^. Gave our note in payment for 

goods, $175. 

3. Accepted Jones's draft for $150. 

4, Paid our note, $175. 

o. Issued note to O. West for $250. 
0, Issued note to P. Roberts for 

$100. 
7« Paid our acceptance, $150, 



Onr promises red'd. 


Our promises issued. 








1 


*300 




4 


175 




2 


175 




7 


150 




3 


150 






825 




5 
6 


*250 
*100 

976 





♦ 8oe 

*250 

_*100 

6M 



Issued - - - $975 
Redeemed ■ 825 
Outstanding' $66Q^ 
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Material for Practice. 

§ 31. (First Series.) Items.— i. We have the following outstand- 
Ing obligations : Note in favor of John Jones for $300 ; note in favor of 

^. Whitney for $150 ; acceptance, favor of Thos. Stevens, for $Jt50, 

^, Bought merchandise of H. Clark, and gave our note for. $475, - - - - 3* Bec'd 
of John Brown, in part payment for goods, our note, favor of John Jones, 

$300. 4. Paid cash for our note, favor of S. Whitney, $ 

S, Qave our note to P. Morton, in settlement of account, $175. €»• Ac- 

•cepted Peter Cooper's draft for $^00. 7. Bought goods of P. Shaft, 

giving in part payment our note for $375. 

Required, the amount of our out^anding paper. 

§ 32. (Second Series.) Items. — !• Bought goods of C. C. Bowen, 

.giving our note for same, $375. A?. Accepted J. Smith's draft to apply 

on our account, $1^5. 3* Exchanged notes with W. A. Miller, for 

our mutual accommodation, $1000. 4, Sold merchandise to A. Brown, 

receiving therefor our note, favor of C. C. Bowen, $ - - - - 5. Accepted 

O. A. GaskelVs draft, at 10 ds., to apply on our account, $^50. - - - - S, Sold 
goods to A. J. Rider for $15(X), receiving in part payment therefor, our note, 

favor of W. A. Miller, i<^ ; cash for balance. 7. Bought of 

Stewart & Co., on our note at 30 ds., goods for $350, 8, Paid our 

.acceptance, favor of G. A. Gaskell, in cash, $ - - - - 9. Bought goods 

of Peake, Opdyke & Co., amounting to $675. Paid cash, $425 ; our note at 
"SO ds. for balance, $ 

Required, our ovistanding paper. 

§ 33« (Third Series.) Items. — 1. Have the following outstanding 
notes : one in favor of Smith & Bailey, due in one month, for $635 ; one, 

&vor of Thomas Acton, due in 17 days, for $500. 2. Bought goods of 

White & Taylor for $15(X) ; paid cash, $375 ; our note at 3 months for balance, 

4 3. Sold goods to Jones & Smith for $720 ; received in part 

payment, our note, favor of Smith & Bailey, for $ ; cash for balance. 
4. Exchanged notes with Thomas Horton,for our mutual accommoda- 
tion, each at 30 ds., for $150. 5. Redeemed our note, favor of White 

h Taylor, now due, in cash, f 0. Sold goods to J. Woolsou, 

receiving in full payment our note, favor of Thomas Acton, $ 

7» Bought goods of Jaffray & Co. for $575 ; paid cash, $175 ; our note at 

^ ds. for balance, f S. Accepted Benj. Wise's draft at 30 ds., 

to apply on account, $150. 9. Paid cash for our accommodation note, 

favor of Thomas Horton, $ ; less discount for 15 ds., $0.38. 

10. Redeemed out note, favor of JafiE^ay & Co., before due, f paying 

«a8h for same, less discount for 20 ds., $3.33. 

Required, our outstanding paper. 



MERCHANDISE ACCOUNT. 13 

§34. — The purpose of business is to acquire wealth, and 
business enterprises are undertaken and pursued to this end. All 
such enterprises, however, are attended with more or less risk, 
and oftentimes the effort put forth to gain results in loss. 

§35. — Hence, accounts which exhibit the progi^ess of the 
business must be susceptible of showing either a gain or a loss. 
As in Cash account, receipts and paymervts are placed against 
and cancel each other, the difference being the cash on hand, so 
in these accounts of the business, cost and returns oppose each 
other, the difference being the gain or loss. 

§ 36. — The accounts used to mark these enterprises are vari- 
ous, as the enterprises themselves are various, and the names of 
the accounts are generally significant of the operations grouped 
under them. In a business of buying and selling goods, Mer- 
ehandise account is commonly used ; in a manufacturing 
business. Manufacturing or Manufactures account ; 
in a professional business, Service or Labor ; in a commission 
or agency business, Commission^ etc., etc. 

§ 37. — The accounts which follow are all of this class ; and 
while they, by no means, embrace the entire list, they are intended 
to be fairly representative of the class. 



V. MERCHANDISE ACCOUNT. 

§ 38. — 1. The Object. To show our dealings in merchan- 
dise, and the result of such dealings as to gain or loss. 

§39. — 2. The Method. When goods are purchased, or 
any cost is incurred for which merchandise is responsible, the 
account should be debited with the cost; and when goods 
are sold, or when they produce value in any way, the account 
should be credited with the returns. When the goods are 
all disposed of, the difference between the two sides of the 
account, as it stands, will be the gain or loss. If it is 
desired to show, in the account itself, the gain or loss before 
the goods are all disposed of it will be necessary to add to 
the credit side of the account, the present market value of the 
unsold goods, or what it would cost to replace them. 
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g 40.— Example of Merchandise Account. 

Dt, Merchandise. 
Items. 



Cr. 



Im Bouglit goods of Simpson & Co. 
for $500. 

2. Bought goods of J. McCreery for 

$050, 

3, Sold goods to Isaac Moore for 

S137,60, 

4, Sold goods for cash, $76. 

5. Sold goods for cash, $S7.50. 

0, Sold ffoods to A. S. Hewitt for 

Sl.^?9.50. 
7, Value of unsold goods, $1169.50. 



Cost. 


Returns. 


1 


500 




S 


137 


50 


2 


950 




4 


75 






1460 




5 


37 


50 








6 


129 


50 








7 


1169 

154 9 


50 

00 






- 






J 



Returns - 
Cost - - 
0<dn ' ' 



$1549 
1460 
%99 



Material for Practice. 

§41. (First Series). Items. — i. Bought goods, on %, of J. M. 

Stuart, $750. 2. Paid cash for freight and cartage on above goods, $:5. 

S» Sold goods to J. Jones for cash, $1S5. 4. Sold goods to 

E. R. Felton, on %, $47.50. 3. Sold goods to W. H. Sadler, receiving liis 

note therefor, $150. S, Bought goods of J. McCreery, giving our note 

for same, $1259,75, 7. Paid cash for insurance on goods, $12,50. 

,V. Sold goods for cash, as per petty cash-book, $35.19. 9. Value of 

goods unsold, $1789.66. 

Required, the gain or loss. 

§ 43. (Second Series.) Items. — 1. Bought for cash, 200 brls. 

Kl )ar, at $10 per brl., $ ..i ■ 2. Bought on our note at 30 ds., 500" 

bush. Wheat, at $1.50, $ .. ., . H. Sold for cash, 50 brls. Flour, at 

$11, $ ■ 4. Paid cash for storage, $75* 5. Paid cash 

for clerk hire, $25. 6*. Sold for cash, 100 bush. Wheat, at $1.75, 

$ 7. Sold B. Hill on his note at 10 ds., 150 bush. Wheat, at 

$1.73, $ S. Our goods unsold consist of 150 brls. Flour, worth 

$11 per brl., $1650 ; 350 bush. Wheat, worth $1.75 per bush., $437.50 = 
$WS7.50. 

Required, the gain or Ioks. 



* ItemB of expense, like this and in the succeeding record, are sometimes charged to a. 
Mcpaiate account, bat they are a part of the general cost of merchandise, and are so con- 
sidered here. 



HEAL ESTATE ACCOUNT. 
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§43, (Third Series.) Items.— i. Merchandiee on hand, ^J75a* 

:i. Bought of Arnold & Constable on %, invoice of Silks, at $1500. - - - - 

3. Sold for cash, 40 yds. Silk, at |2, $ 4. Sold for cash, bill 

of Hosiery and Domestics, amounting to $125, 5» Sold for cash, bill 

of Fancy Goods, $212.50. 6*. Sold J. Mott on %, bill of assorted Dry 

Goods, amounting to $318.75, 7. Paid cash for insurance premium, 

covering goods in store, $50. 8» Bought for cash 53 pes., 2500 yds.. 

Prints, at 5J cents per yard, $ 9. Sold for cash 512 yds. Prints, 

at If', $ iO, Bought for cash 3 cases, 2500 yds.. Gingham, at 

12^^, $ 11. Sold for cash 317 yds. Gingham, at W, $ 

12, Sold John Brown on his note at 10 ds., 750 yds. Prints, at 7J)^, 

$ 13. Goods on hand valued at $3800, 

Required, the gain or loss. 



VI. REAL ESTATE ACCOUNT. 

§44. — 1. The Object. To show our dealings in and on 
account of real estate. 

§ 45. — 2. The Method. The account is debited for all 
costs and credited for all returns; the difference between 
the two sides, when all the facts are shown, will be the gain 
or loss. 

[Note. — The costs of Real Estate cover not only purchases, hut all subse- 
quent expenditures for improvements, etc. ; rqd the returns cover not only 
sales, but income from rents and the real value of the property on hand.] 

§46. — Example of Real Estate Account. 

Dr, Real Bstate. Cr. 



Items. 

1. Bought House and Lot in Seven- 

tieth St. for $35000. 

2. Paid for repairs on same, $1500. 

3. Paid for insurance, $10. 

4. Paid for taxes, $317.50. 

5. Received for rent, $3000. 

6. Sold the property for $37500. 





Cost. 




Returns. 


1 


35000 




J 


3000 




2 


1500 




6 


37500 




3 


10 






40600 




4 


317 

86887 


50 

50 









Returns - $40500 
Cost - - 36827.50 
Gain - - ^672.50 



* The merchandise on hand at the beginning of business should be regarded the same 
M a purchase, and charged for its purchase value. 



16 ACCOUNTS. 



Material for Practice. 

§47. (First Series.) Items. — 1, Bought Tenement property in 

Spring St. for $40000. 2. Bought House and Lot in Banks St. for 

$15000. 3. Paid for repairs on Spring St. house, $875. 4, Received 

cash for rent of Spring St. house, $200. 5. Received cash for rent of 

Spring St. house, $375. 6*. Paid Water tax. Banks St. house, $15, 

7. Paid for repairs, Banks St. house, $93. 75. 8, Paid taxes 

Spring St. house, $417.50. ^. Paid for insurance on both houses, viz. 

Spring St., $75 ; Banks St., $25. 10. Received for rent of Banks St 

house, $1200. 11. Received for rent, Spring St. house, $2500. 

12. Value of Spring St. property, $42500 ; of Banks St. property, $12500. 
Required, the gain or loss. 

§ 48. (Second Series.*) Items. — 1. Have on hand, Store Build- 
ing in Tremont St., worth $60000 ; Dwelling House in Beacon St., worth 

$25000. 2, Bought Warehouse property on Charles River for $150000 

cash. 3. Received cash for rent of Beacon St. house, $125. 

4. Paid cash for insurance on Warehouse, $750. i$. Received cash for 

rent of Warehouse, one month, $1200. O. Paid taxes on Tremont St. 

property, $575. 7. Received cash for rent of Tremont St. Stores, $2000. 

<V. Received cash for rent of oflBces, Tremont St. Building, $1500. - - - - 

9. Warehouse consumed by fire; received cash in settlement of losses, 

$75000. 10. Estimated value of Beacon St. property, $25000 ; of 

Tremont St. Building, $65000; of Lot on Charles River, $6Jfi00. 

Required^ l8t, the gain or loss on th^ property together; 2d, the gain oi lo^ 
on each piece of property. 

§ 49. (Third Series.) Items. — 1. We own the following prop> 
erty : Farm in Dutchess County, with improvements, worth $20000 ; Dwelling 
House in East Seventy-third St., worth $30000 / Stock Farm near Trenton, N. J., 

worth $25000— Total, $75000. 2, Paid cash for fertilizers for Dutchess 

Co. Farm, $150. - - - - 3. Paid cash for help, Dutchess Co. Farm, $75. 

4. Paid plumber's bill for Seventy-third St. House, $125. S. Received 

cash for pasturage, Stock Farm, $150. 6. Paid cash for insurance, 

Seventy-third St. House, $25. 7. Paid cash for farming implements, 

Dutchess Co. Farm, $37.50. 8» Paid cash for yoke of oxen, Dutchess 

Co. Farm, $120. 9. Received cash for rent, Seventy-third St. House, 

$750. 10. Paid cash for repairing fences, Stock Farm, $17.50. 

11, Paid cash for blacksmith bill, Dutchess Co. Farm, $28. 12. Rec'd 

cash for horse board. Stock Farm, $259 13. Sold produce for cash, 

Dutchess Co. Farm, $317. 14. Sold Seventy-third St. House for 

$85000 cash. 15. Paid cash for stable repairs, Stock Farm, $75. 

* These transactions may be placed to one account. Seal Estate^ or to separate acr'MuiCii, 
as Tremont St. Store, Beacon St. House, etc Both ^lans are saggested. 



SIIIFMUNT, OR ADVENTURE ACCOUNT. 
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IS, Received cash for produce, Dutchess Co. Farm, $513.75, 17 • Rec'd 

45a8h for horse board, Stock Farm, $432.50. 18* Estimated value of 

Stock Farm, $22000. W, Estimated value of Dutchess Co. Farm and 

appuitenauces, $20000, 

Required, the gain or loss in each enterprise. 



VII. SHIPMENT, OR ADVENTURE ACCOUNT. 

§ 50. — 1 . The Object. To show the gain or loss on goods 
sent aWay to be sold on account of the shipper. 

§ 51. — 2. The Method. When the goods are shipped, or 
expense is incurred, the account is debited with the cost, and 
when an account of the sales is received it is credited with 
the returns. The difference will be the gain or loss. 



§ 52. — Examples of Shipment Account. 



Items. 

1, Shipped goods from store to 
Jackson & Co., Philadelphia, to be sold 
on our %, at a cost of $1575. 

2, Shipped from store to Justin & 
Poole, Boston, for our account, 5 hhds. 
Sugar, at a cost oi $1042.50. 

3, Bought for cash and shipped 
Simpson & Mead, Toronto, for our 
account, 15 brls. Mess Pork, $315; 
paid freight on same, $35 = $350. 

4, Received an account of the sales 
-of Philadelphia shipment; net pro- 
-oeeds remitted, $1750. 

o. Shipped Brown & Co., Jackson- 
ville, from store, consignment of 
Pork, at a cost of $543,75. 

O, Received account of sales of 
shipment to Toronto, the net pro- 
ceeds of which are $317.50. 

7. The two shipments remaining 
unsold are valued at cost. 

[Note. — These items involve four 
shipment accounts, two of which only 
are illustrated.] 



Dr. Shipment to Philadelphia. Cr. 



Cost. 


Returns. 


1 


1575 




I^ 


1750 




Returns - - $1750 


Cost - - - 1575 


Gain - - - $176 


Dr. Shipment to Boston. Cr. 


Cost. 


Returns. 


2 


1042 


50 


7 


1042 


50 



(kmceUd. 
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Material for Practice. 

§ 53. (First Series.) Items. — 1. Shipped from our stock to Paul 
Brown, Boston, 25 boxes Cheese, 850 lbs., at 20^, $170 ; paid freight on same 

in cash, $12.50, $ 2, Shipped Jacob Sterne, Portland, from our 

stock, 20 kegs Ohio Butter, 1490 lbs., at 36^-, $521.50. S. Paid cash 

for insurance on shipment to Portland, $5.21. 4, Received account of 

sales of shipment to Boston, the net proceeds of which are $152.50. 

,>. Bought for cash and shipped Hazzard & Brown, St. Louis, 15 hhds. 

Molasses, 1775 gals., at 80/, $ H, Paid cash for insurance and 

freight on shipment to St. Louis, $27.50. 7. Received account of sales 

of shipment to Portland, the net proceeds of which are stated at $659.50. - - - 
S. The Molasses shipped to St. Louis was destroyed en route, by the burning 
of the freight car. Received in cash from Insurance Co. the amount called 
for on our policy, $1000. 

Required, ths gain or loss on the several shipments. 

§ 54. (Second Series.) Items. — 1, Shipped from store to G. Cleve 
land & Co., Buffalo, for our account, 15 hhds. Sugrar, 14000 lbs., at SJf , $770 ; 
15 tierces Rice, 7500 lbs., at if, $300 ; 20 bags Coffee, 1670 lbs., at 1^9, 
$250.50; freight on same, $175--Total, f 2. Shipped G. Cleve- 

land & Co., Buffalo,* for our account, 12 hhds., N. O. Molasses, '»^0 gals., at 

42^, $302. JfO. fV. Bought for cash, and shipped Bannister & Cross, 

Philadelphia, for our account, 20 kegs Orange Co. Butter, 1600 lbs., at 29^, 

$435. 4, Paid cash for freight on above shipment, $10. 5. Paid 

cash for insurance, m transitu, on shipments to Buflalo, $14. - - - - f>. Rec'd 
ah account of the shipments to Buffalo, the net proceeds, held by consignee, 

being $2275. 7* The value of the property shipped to Philadelphia 

is estimated at cost. 

Required, the gain or loss on the several shipments. 



VIII. COMMISSION AND SERVICE ACCOUNT. 

§ 55. — 1. The Object. To show the returns from personal 
services. 

§ 56. — 2. The Method. Usually, the entries will be on the 
credit side alone, as the result of a service to the person rendering 
it should be a gain, if anything. There may be offsets, however, 
which should appear on the debit side. When services produce 
returns, the account should be credited, and when they 

* Let the different ehipmentt} to this firm be entered in one account, under the head of 
"^ Shipments to Buffalo." 



COMMISSION AND SERVICE ACCOUNT, 
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fiubject us to costy it should be debited. The difference will 
ordinarily be a ffciin, but may possibly be a loss. 

[It may seem anomalous that one can lose by rendering service ; and yet 
mch a thing is possible. The intent, and the legitimate outcome of service, 
however, is to gain.] 



157. — Example of Service Account. 



(T 

J. 
^. 

^. 

7. 

•8. 

ato. 



Items. 

HE Business op a Doctor.) 

Received cash for professional 
services, $37.50. 

Paid cash for instruments, $5. 

Received cash for surgical oper- 
ation and attendance, ^ii7.50. 

Paid cash for office boy's serv- 
ices, $10, 

Rendered bill to John Drew for 
attendance on family, $93.75, 

Paid cash for horse board, $30. 

Received cash during the week 
for office practice, $125. 

Paid cash for medicines, $25. 

Received cash for medical at- 
tsudance, $59.75 

Paid cash for office rent, $50, 



Dr. 



Profession. 



Cr. 



Cost. 


Retarns. 


2 


5 




1 


37 


50 


4 


10 




3 


117 


50 


6 


30 




5 


93 


75 


8 


25 




7 


125 




10 


50 




9 


59 


75 




ISO 






488 


50 



Retams - $483.60 
Coat - - 180 
Gain - - %S1S.60 



Material for Practice. 

§ 58. (First Series.) The Business op a Lawyer. Items. — 
jf • Received cash as retaining fee in the case of Rollins ts. French, $50. - - - - 

"2, Paid amanuensis cash, $25. 3* Received cash in full for services 

in the Jones* Will case, $976, 4. Paid office rent, $50. 5. Paid 

•cash for attorney's assistance, $75. €?. Received cash in full for serv- 
ices in Rollins vs. French, $375. 7. Paid cash for copy of Revised 

Statutes, $7. 6*. Paid cash for stationery, $17.50. f>. Received 

«ash for services in searching title and drawing up deeds, $75. 

Beq Hired, the net returns. 

§ 59. (Second Series ) The Business op a Real Estate Agent. 
Items. — i. Received cash of Mrs. Folke, commission for selling her house 

in West Nineteenth St., S125. 2. Paid caah for stationery, $G.50. 

.V. Paid cash to office boy, $5. 4, Received cash, commission for 

rentino: liousi^ in Fifth Ave., $67.50. .5. Received cash, commission on 

:auctioii sales, $117.50. f>. Paid Lawyer's fees, $20. 7. Rented 

CJoIdsniifh's liouse in West Tenth St., for wliich he owes us commission, $90. 
• - - S, Received casli for my percentage on collections this week, $210. - - - • 
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f>. Received casli for making out conveyance, $ 17.50. 1(K Paid ga» 

bill in cash, $7. 11, Received cash, commission for sale oi building- 

lot on Western Boulevard, S57. 
Required, the net returns. 



IX. INTEREST ACCOUNT. 

§ 60. — 1. The Object. To show the gain from lending 
and the loss from borrowing money. 

§ 61. — 2. The Method. When we use other people's money 
we pay for the use, and when other people use our money Ave get 
paid for the use. In the first case, interest costs us value, and 
in the second, interest produces or returns us value. When we 
pay for interest we debit the account, and when we get. paid 
we credit it. The difference between the sides will thus, at any 
time, show the gain or loss. 



§62.— Example of Interest Account. 



Dr, 



Items. 

1. Paid cash for our note of $2000, 
favor of John Mills, and for interest 

thereon, $75.60. 2. Paid cash for 

our note of $1000, due 60 days hence, 
less interest thereon, $10.* — 3. Re- 
ceived cash for stated interest due on 
on note, $19,50, - - - 4, Received cash 
for interest on Government bonds, 

$150, 5. Paid cash for our note of 

$1000, due in 45 days ; allowance for 
discount, $15.\ - - - 6. Received cash 
for Jones's note of $5000, due in 60 ds., 
less discount for the time, $50,% - - - 
7. Bought for cash Stuart's note of 
$4000, due in 70 ds., at a discount of $46.67.% 
Required, the gain or loss on interest. 



Interest. 



Gr. 



Cost. 


Returns. 


1 


75 


60 


2 


10 




6 


50 




S 


19 


50 




126 


60 


4 
5 


150 
15 










7 


! 46 


67 










241 


1 7 



Returns - - $241.17 
Cost - - - 1S5.60 
Gain - - - |il5.57 



♦ If we pay a note before it is due, the person to whom the money is paid has the ««r 
thereof for the unexpired time, and pays us for it in abatement of the amount payable at 
due date. 

t At the end of 45 days, when our note Is due, we are to pay for it $1000. By paying for 
it now, surrendering the use of our money for 45 days, we get an abatement, or discount^ 
of $15— reaUy receive $16 for interest. 

X This note pledges to us $6000 in 60 days. As we want the money now, we are required 
to pay for the use of it for the unexpired time, the interest rate, $50. Hence, interest costa 
Ds$50. 

% This transaction is similar to that of the 5th, the only difference being that in the 
previous case we discount our own note, and in this we discount another's. In both inptance» 
we get paid for the use of our money. 



SECURTTlJiS ACCOUNT. 21 

Material for Practice. 

§ 63. (First Series.) Items. — 1. We have on hand notes upon 
which interest has accumulated, as follows: P. Jones's note of $500()» interest, 

$75; H. Durand's note of $1500, interest, $50* 2. Bought for cash 

Hiram Power's note of $3000, due in 60 ds., at a discount of $30. 

3, Sold for cash, P. Jones's note of $6000, with interest on same, $90. 

4. Received cash for our note of $10000, due in 90 ds., less discount for the 

time, $150.\ 5. H. Durand paid for his note of $1500, and interest 

thereon, $S0. 6, Received cash for interest on Government bonds, $175. 

7. Paid cash for semi annual interest on mortgage, $30, 

Required, the gain or loss. 

§ 64. (Second Series.) Items. — 1. Have on hand the following 
notes with accumulated interest, as stated : John Seaman's of $2000 — interest, 
$17.50; Robert Holt's of $1500, interest, $10.30; James Harrington's of 

$3000— interest, $14.75. 2. Bought for cash J. Simpson's note of $2500, 

due in 90 days, at a discount of $37.50. 3. Received cash for Robert 

Holt's note, $1500, and interest on same, $19.30. 4* Got our note of 

$2000 discounted for 30 dajs, receiving cash for the face, less interest for the 

time, $10. S, Paid cash for interest on mortgage, $27.50. 

6*. Received credit for interest on balance in Savings Bank, $62.50. 

7. Paid net cash in full of J. Astor's account of $1500, due three months 

hence ; abatement for interest, $22.50. 8* Received cash for Johu 

Seaman's note of $2000. and interest on same, $32. ,9. We hold James 

Harrington's note of $3000, on which there is accumulated interest of $25,% 

10. We hold J. Simpson's note of $2500, having 30 days to run. 

The interest for that time is $12.50.% 

Required, the gain or loss. 



X. SECURITIES ACCOUNT. 

§65. — 1. The Object. To show the gain or loss from 
dealing in securities. || 

* luterest account should be debited with these amounts for the same reason that 
Merchandise account is debited with the value of merchandise on hand at the beginning of 
business. The transaction is equivalent to buying the notes with interest added. 

t We paid $160 for the use of $9660, ninety days. 

X This item should be entered as Inventory on the credit side of the account. 

% We have already credited Interest, the full discount on this note for 90 days, $,37.60. 
There are thirty days yet unexpired, and we should, therefore, debit the account with the 
interest for tliis time. 

\ By securities is meant any form of written guarantee for the payment of money. 
These are of various kinds, and may include even promissory notes and acceptances ; but 
the class of securities dealt in are usually the issue, either in the form of stocks or of bonds 
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§ 66. — 2. The Method. When stocks or bonds are bought, 
or cost anything, the account should be debited with the cost, 
and when sold, or when they produce value in any way, the account 
should be credited with the returns. The difference will be 
the gain or loss. 



§67. — Example of Securities Account.* 



Items. 



Dr. 



Securities. 



Cr. 





Ck>«t. 


R«tumB. 


1 


6010 




. 3 


472 


50 


2 


978 




5 


40 




Jt 


1265 




6 


965 




7 


2260 




8 


46 






9498 




9 


8075 

9688 


50 



i. Have on hand 4000 U. S. Regis- 
tered 8'B,f at 101^, $4060 ; 1000 Michi. 
gan Central Stock, at 95. $950— Total. 
Sf)OlO, -2. Bought for cash 200 
Mutual Un. Tel. Stock, at 21i, $48 ; 
1000 St. Paul & Duluth (preferred), at 
93, $930— Total, $973 - - - H. Sold for 
cash 500 St. Paul & Duluth (preferred), 
at 944, $472.50. - - 4. Bo't for cash 
1000 N. Y. Central R. R. Stock, at 126^, 
$1265. - - - - ^. Received cash divi- 
dend on Mich. Central Stock, 4 per 
cent, $40. - - ' 6*. Sold for cash Mich. 
Central R. R. Stock. 1000, Atmi,$965. 

- - 7. Bought for cash 2500 Oregon 
Improvement Mortgage Bonds, at 90, 

$2.i^50. S. Sold for cash 200 Mutual Un. Tel. Stock, at 28, $46. 

.9. Have remaining on hand 4000 U. S. Registered 3*s, worth 102, $4080 ; 
1000 X. Y. Central Stock, worth $124, $1240; 500 St. Paul & Duluth (pre- 
ferred), worth 96, $480 ; 2500 Oregon Improvement Mortgage Bonds, worth 91, 
$2275— Total, $8075. 

§68. — Instead of keeping a general Securities account, sep- 
arate accounts may be kept with each class of securities. The 
following examples will show this method. [The items are the 
same as those used in the general account] 



Retums - $9598.50 
CoBt - - 9498 
Gain - - % 100.50 



of incorporated compaDies. The dirtinction between stocks and bonds is an important die 
tinction ; stocks are the proprietary shares of corporate enterprises, representing the invested 
capital, and depending for income upon the financial success of the enterprises, while bonds 
are the bills payable of the corporation issued to guarantee the payment of borrowed 
money, with interest thereon. Thns, the income from shares or stocks is through the 
eaminjfM of the business in form or dividends ; and the income fi-om bonds is in the shape 
of intere>it. Securities are bought and sold on speculation, the same as meichandise and 
ottier commodities. 

♦ Examples are here given, first of a genenil Securities account, and next of separate 
accounts under distinctive titles, of the several securities. 

t " r. S. Registered 8's " are the 8 per cent Registered Bonds of the Government. Tha 
Qominal value is $4000, the real value, at 1^ per cent premium, $4060. 
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Dr, U. S. Registered S's. Or, Br, Michigan Central Stock. Cr. 



Cost. 


Returns. 


1 

\ 


4060 




9 


4080 





Oost 


Returns. 


1 


950 




5 
6 


40 
965 





Dr. Mutual Un. Tel. Stock. (7r. 



Cost. 


Returns. 


2 


43 




^ 


46 





Material for Practice. 

§69. — Items. — i. Bought for cash lOCO Chicago & Alton R. R. 

^»ock at 129i, $1295. 2> Bought for cash 2500 Missouri Pacific R. R. 

iStock, at 99f, $2490.62. 5. Sold B. Scott, on %. 500 Chicago & Alton, 

at 181], $656.25. 4. Bought of Roberts & Co., on %, 1500 Delaware & 

Hudson Canal, at 107^, $1612.50. - 5. Received cash dividend cf 4 per- 

ceui on 2500 Missouri Pacific, $100, 6. Bought for cash 2000 Delaware 

& Hudson Canal, at 106, $ .* 7. Bought for cash 2000 Chicago & 

Alton, at 132, $ 8. Sold for cash 3500 Delaware & Hudson 

Canal, at 102^, $ 9. Bought, on our note at 10 ds., 2500 

Oeorgia Central (guaranteed) First Mortgage Bonds, at 111, f 

10, Received cash for semi annual interest on Georgia Central Ist Mortg., 
3i per cent on $2500, $87.50. - • - - - 11. Sold for cash 1500 Georgia Central 

1st Mortg., at 113, $ 12. Bought for cash 8000 Met. Elevated 

R. R. Stock, at 85, ^ 18. Soid J. Paton, on his note at 30 ds , 

1500 Met. Elev., at 83^, ^f 14. Received semi-annual cash 

dividend of 5 per cent on 1500 Met. Elev., $75. 15. Sold for cash 1500 

Met. Elev., at 87^, $ 16. Have on hand 2500 Chicago & Alton, 

worth 129; 1000 Georgia Central (preferred), worth 117^; 2500 Missouri 
Pacific, worth 97|. 

Reqiared, the gain or loss on the securities as a whole, and on the separate 
daffses. 



* Railroad stocks are issued in shares of $100 each. Instead of stating the inautity of 
purchase and sale in this way, however, we give the nominal price of the entire transfer. 
Hence, instead of saying, as in this instance, 30 shares of Del. & Hud. Canals at $106 per 
share, we say, in effect, ^2000 of nominal value In Del. & Hud. Canal at a premium of 
a per cent. 
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XI INCIDENTAL ACCOUNTS. 

§70. — The purposes of business often require the keeping 
of separate accounts with the various departments of outlay or 
expense, embracing items which belong to, and are a part of, the 
main business account; such, for instance, as rent, clerical or 
other labor, oflBce expenses, fixtures, commission (causing outlay), 
interest (when it is an expense), etc. Sometimes these items, or 
the most of them, are brought into one account. Expense ; and 
unless there are particular reasons for keeping them separate, 
this is a proper course to pursue. The Expense account is thus 
an account of convenience, and may be said, m general terms, to 
contain items of expenditure not charged to any other 
account. * 

§ 71. — There are cases, also, where a general Expense account 
would seem to be absolutely necessary — such, for instance, as in 
a business having co-ordinate departments or divisions, and where 
such items as rent, salaries, gas, and stationery apply to all the 
departments without the means of knowing at the time what 
would be an equitable apportionment. It is customary, under 
such circumstances, to keep a general Expense account during 
the running of the business, and at the end of each fiscal period to 
adjust the proportions according to the ascertained facts. 

§ 73. — What may be said of Expense account, therefore, may 
be said of anyone of the accounts embraced under the general title 
of *•' incidental.'* The first thing that should be said is that it is 
not expected that any account of this class will show a gain ; and 
if such a thing should by any possibility occur, it will appear 
that the items would more properly have been placed in another 
account. However, the same rule for debits and credits which 
applies to any business account applies here, viz. : they are debited 
for cost and credited for returns — the difference being a net 
loss or a net gain. 

• The Expense account is not susceptible of exact definition, for the reason that scarcely 
any two persons use it under the same limitations. To say that it covers! the cost of carrying 
on the business, would leave nothing to be charged to Merchnndit*e, or any other of the main 
business accounts— as all outlay, of whatever kind, is for the purpose of " carrying on the 
business." If as Expense account is kept at all, it \» of little moment what class of itemt; is 
placed in it, so long as it8 limits are clearly understood, and the student is not irndvertcntli 
led to suppose that an Bxpense bwinees might possibly be a good business to follcf/. 
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§73. — Example of Expense Account. 

Dr, expense. 

Items. 

In Paid cash for stationery. $25. 

2. Paid cash for gas bill, $18.75. 

3, Paid cash for rent, $125, 

4r. Paid cash for janitor's services, 

$50. 

S. Paid cash for repairs, $11.50. 

€»• Paid for postage stamps, $5. 

7. Paid for revenue stamps, $3. 

S, Paid for advertising, $45. 

9. Paid for coal, $62.50. 

10. Received cash for desk-room in 
office, $15.* 



Or. 





Cost. 




Returns. 


1 


25 




10 


15 




2 


18 


75 








3 


125 










4 


50 










5 


17 


50 








6 


5 










7 


3 










8 


45 










9 


62 


50 










851 


75 









Cost • 
Returns 
Loss 



$351.75 
15 

%SS6.75 



Material for Practice.! 

§ 74. — Items. — 1. Paid cash for office fixtures, $210. 2. Paid 

cash for books and stationery, $17.50. 3. Paid cash for clerk hire, 

$87.50. 4. Paid cash for reflooring warehouse, $150. 5. Paid 

gas bill, $17.50.% 6*. Paid coal bill, $22.% 7. Paid for rent, 

three months in advance, $500. S. Paid cash for office safe, $325. 

f>. Paid for extra services in moving goods, $37.50. 10. Paid for 

insurance on goods in store, $62.50. ----- 11^ Paid for insurance on goods, 

in transitu,^ $25. 12. Paid Janitor's wages, $50. 13. Paid for 

new Ledger, $19.50. 14. Paid for advertising, $45. 15. Paid 

for printing, $15. % l^i. Paid for repairing skylight, $150. 

17. Paid for gns fixtures, $43.75. IS. Paid for office partition, 



* This item will, of course, pro to the credit of Expense account, the effect being to 
rerlnce our rent expenses. In the same way we might relet our space at such favorable- 
rates that instead of our rent beins a net outlay, it might be a source of profit. This is 
simply a possible contingency, and not in any sense the idea of an Expense account. 

t These items may be written up first, under a general Expense account, and next 
under distinct heads, viz.: Rent, Fixtures, Stationery, Repairs, Services, Insurance, and 
Expense. 

X Items not provided for by special accounts should go to Expense. 

§ That is, goods shipped to us, as per our order. The insurance is against loss 'bf 
fire or shipwreck. 



-26 ACCOUNTS, 

$in.50,* 19. The value of articles charged to Fixtures account ia 

■placed at $500. \ 20* The value of unexpired rent which has been 

paid ioYVs, $166.61,% 

Eequ/k'ed, the condition of the several accounts. 



XII. PROPRIETARY ACCOUNTS. 

§ 75, — The relation which a proprietor sustains to his busi- 
ness is personal, and the account which shows that relation is 
•kept like any personal account. Its object is to denote the pro- 
prietor's investment or deficiency — in other words, what the 
business owes him, or what he owes the business. The account 
is credited with all sums invested and debited with all sums 
withdrawn, the difference being the net investment or the 
deficiency. 

§ 76. — This is true whether there be one proprietor or more. 
It is sometimes the custom in case of a single proprietor to keep 
the investment account under the title of " Stock/^ rather than 
the proprietor's name; but there is no good reason for it, and the 
practice is apt to mislead a learner. In partnerships, the invest- 
ment is entered under the partners' names ; and in joint stock 
"business, under the general title of " Capital Stock." 

§ 77. — It is proper, in any case, for a proprietor to have two 
accounts — one, an investment account, and the other, a private 
or strictly personal account. In such case the investment account 
would contain only the more permanent items which affect the 
investment, and the private account would denote the temporary 
dealings of the proprietor with his business. 

* This item presents one of the difficulties that is likely to occur in keeping separate 
accounts for expenditures There may easily be a doubt as to whether it should be charged 
to Repairs or Fixtures. The question must be settled arbitrarily, and according to the beat 
judgment in each case. 

+ The Fixtures account is meant to cover that part of the expenses of the business indi- 
cated by its title, but it does not follow that the amount paid for fixtures is an absolute loss. 
In estimating the loss it is proper to credit the account with the value inhering in the 
property— that is, what the property could be sold for. 

t As Rent account has been debited with the cost of rent for three months, and we are 
estimating the gains and losses for only two months, it is plain that the cost for the unex- 
jjired month should be deducted— in other words, credited, leaving the account to show the 
net cost for the two mouths. 
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§78. — Examples of Proprietary Accounts. 



1. Single Fropuietorship. 

{One account.) 

Items. 

1. The proprietor invests $5000 cash. 

2. Draws oat for private use, $50, 

3. The business assumes to pay a 

debt for him of $150. 

4. He transfers to the business from 

his private Ledger personal ac- 
counts (receivable), as follows : 
H. E. Hibbard, $500; D. R. 
Lilibridge, $325. 

5. The net gain of the business is 

$2100, which is to remain as 
additional investment 



2. Partnership— Two Proprietors. 

{One account each.) 
The partners are C. Monroe and J. 
Parker. 

Items* 

1. Monroe invests cash, $2500. 

2. Parker invests his stock of goods, 

valued at $5000. * 

3. Monroe makes over to the concern 

certain notes, worth $575. 

4. Parker draws out for personal use, 

$200. 

5. The concern assumes a private 

debt of Monroe's to Baldwin & 
Co. of $3000, 

6. The concern owes Monroe on sal- 

ary, $150; and Parker, $300, 

7. The net loss of the business is 

$1500. Monroe's share two- 
thirds; Parker's one-third. 



l>r. 



Proprietor. 



Or. 



Withdrawals. 


invsstxnonts. 


2 


60 




1 


5000 




3 


150' 




4 


825 






800 




5 


2100 

7985 





Inyestments • • $7935 
Withdrawals - aOQ 
Net investment -%77»S 



Dr 



O. Monroe. 



Or 



Withdrawals. 


Investments. 


5 


3000 




1 


2500 




7 


1000 




S 


575 






4000 




6 


150 

888B 





Withdrawn - - $4000 
Invested • • - 3836 
Deficiency • • $775 



Dr. J. Parker. Or. 









Ir 






Withdrawals. 


Lvestments. 


4 


200 




2 


5000 




7 


500 

700 




6 


300 

6800 


1 

1 



Invested - • - $5300 
Withdrawn • 700 

Net investment • $1,606' 
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Material for Practice. 

§79, (FiBST Sebies.) Single Pbopeietob— 7^//j<? (Kjc<m«te.* Items, 

— 1. Proprietor (James Smith) invests cash, $5000. ^. Adds to hia 

investment notes and personal accounts, amountinjar to $1575, - - - - .y. Draws 

out for private use, $150, 4, Puts in cash, on private account, $500, 

S. CJoUected on private accounts belonging to proprietor, $175. 

S. Paid a personal bill for proprietor, $87,50, 7. Transferred from 

private account to investment account, $Jt00,\ S. The net loss of the 

business is $300, the investment being reduced by that amount. 

Bequiredy the mvestmerU at closing, 

§ 80. (Second Sebies.) Two Phoprietobs— Ow« account each. The 
partners are G. W. Brown and C. H. Peirce. Items. — !• Q, W. Brown 
invests $7500 cash, J9. C. H. Peirce invests, in good will, $4500, 

3. Peirce draws out cash, $150, 4. Paid a private debt for Peirce, 

$175. 5. Brown turns in some outstanding accounts of his ioi-mer 

business, amounting to $1750, 6\ Brown draws out cash, $375. 

7. Peirce renders an account of extra service, for which he is allowed $75, 

8. Paid a private debt for Brown of $17.35 5>. One of the 

4uxx)unts rendered by Brown (5th item) proves wortliless, and is charged back, 

$125. 10, Peirce pays in, cash, $11^. 11^ Brown's undrawn 

salary for the month is $200. 12, Amount due Peirce for monthly 

salary, $150. IS. Accepted a draft of $1000, drawn on Peirce. 

14, The net gain of the business is $1575, of which Brown is entitled to f 
and Peirce, f . 

Bequired, t?ie net inoestment of each pa/rtner at the close. 

§ 81. (Thibd Sebies.) Thbbe Pbopbietobs — Each two accoynts. 
The partners are Chas. Brown, James Moore, and Robert Mason. Items.— 

/. James Moore invests in cash, $7000. 2, Charles Brown invests in 

notes, $7500. 3, Robert Mason invests in merchandise, $8000. 

4. Robert Mason draws out on private account, $150. 4i, Charles 

Brown adds to his investment, cash, $500. 6*. Paid private bill for 

Robert Mason, $75. 7« James Moore adds to his investment, cash, 

$1000. 8, James Moore draws out on private account, $150, - - - - 

d. Chas. Brown puts in on private account, cash, $350. 10, Paid 

private bill for Chaa Brown, $200. 11, The gains in the business are 

$21(00, each partner to be credited on his private account for one-third 
thereof. 

Bequired, the standing of the investmeivt accounts and the private accounts 
of eajch of tJie proprietors. 

* PermaneDt iDvestment items in one accoant (Proprietor), and current temporary 
dealings in the other, nsing the proprietor's name. 

t Debit private account (James Smith) and credit investment accoant (Proprietor). 
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§82,— STATEMENT OF PRINCIPLEa 

1. CLASSIFICATION OF ACCOUNTS. 

1. Accounts are of two classes ; one class showing resources and tidbitities^ 
and the other showing gains and losses, 

3. The fi/rst of these two classes embraces (1) Cash — exhibiting tlu» 
amount on hand ; (2) Persons— showing what individuals owe the business, 
and what the business owes individuals on open account ; (8) Notes and 
Acceptances (under the heads of Bills Receivable and Bills Payable*) — 
showing what is owing to the business and what the business owes on 
written promises. 

3. The second class embraces all records of active operations which 
indicate the character of the business, and point out the sources of its 
prosperity or its adversity. Among the accounts of this class are Mer- 
chandise, Real Estate, Adventures, Expense, Interest, Services, 
etc., etc. 

4. Accounts belonging to the first class are appropriately called Financial 
Accounts, or Accounts op Finance, and those belonging to the second 
class, Business Accounts, or Accounts op Business. 

2. DEBITS and CREDITS. 

1. Cash account is debited when money is received, and credited wheu 
money is paid out. 

2. Bills Receivable account is debited when other people's notes and 
acceptances are received^ and credited when they are disposed of, 

3. Bills Payable account is credited when our obligations are issued^ 
and debited when they are redeemed, 

4. A Personal account is debited when the person gets into our debt, 
or we get out of his, and credited when toe get into his debt, or A« gets 
out of ours. 

5. Proprietors* or Stockholders' accounts are treated like other 
personal accounts. They are credited when, by investment or otherwise, 
the business becomes indebted to the persons, and debited when, by 
withdrawal of funds or otherwise, the persons become indebted to the 
business. 

6. All accounts showing gains or losses are debited when that 
which they represent costs value, and credited when that which they rep- 
Tesent produces mlue. 



* For f uU explanation of Notes and Acceptances see next page. 
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§83, — Notes and Acceptances. 

The two forms of negotiable paper owe their dietinctive characteristics to the dif- 
ferent circumstances of their origin. A note originates with the payer or maker, and is a 
voluntary promise ; a draft originates with the payee or drawer, and is first a request, and 
next an affirmative response, which is, in effect, a promise. A note has necessarily two 
parties, the maker and the payee : a draft has three parties, the drawer^ the payee, and the 
drawee. The maker of a note corresponds with the drawee of a draft, and the payee of a 
r.cte with the payee of a draft ; while the drawer of a draft has no equivalent in an un- 
endorsed note— he being, in fact and in law, an eadorser or guarantor. The two forms 
below will illustrate these points : 

ig-OTB- 




$1000. New YorJc.jfuA^ y, 188s. 

©Si'^ €2^'f^ after date Cy promise to yay to 

the order of C/€^e4. ^<i.o.Ae4^ - 

^4^ig c/A€Lud€i^)^,. DOLLABS^ value received. 



T^IEIAJF^. 






T.5* 



Vi 
4 



$1000. 



the order of (^We^ ^^■ 



Chicago, S^^ <0 ^^^^' 
after dxxte^ vay to 



..DOLLAESj value received. 



/ 



c^ @^@f c^^/^^^c^^ f6^^. 



Of the note, 8. 8. Packard is the maker^ and Peter Cooper the payee ; of the drafU 
H. B. Bryant is the drawer, Peter Cooper the payee, and 8. S. Packard the drawee. Tho 
undertaking in each case is that 8. 8. Packard shall pay to Peter Cooper, or to any one whom 
he may authorize to receive it, one thousand doUars in sixty days. When Packard, the 
drawee of the draft, has responded by writing his acceptance across its face, the draft will 
have this advantage over th6 note, that two persons, instead of one, will be held to the 
payment— for the law makes the drawer a guarantor. Hence, to make the note an exact 
legal equivalent of the accepted draft, it is only necessary that Bryant shotild endorse it, or 
write his name across the back. The three parties will then hold exactly the same relations 
to each other in both documents, and the two bills will be in all respects, except form. 
Identical. 
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QUESTIONS. 

§ 1. What is Book-keeping? § 2. Through what fonn are the dealings 

of a busiuesR best expressed? §3. What is an Account? §4. What 

results are shown by accounts ? § 5. What does Cash account show ? - 

^ What accounts show indebtedness to and by the business ? — What name is 
given to notes and acceptances in our favor? — What, to notes and accept- 

ances against us? — In what accounts are gains and losses shown? 

§ 7. What is the object of Cash account ? § 8. What is its method ? 

§ 14. What is the object of personal accounts ? § 15. How are they keptt 

§ 20. What are notes and acceptances ? — How does a note differ from <in 

acceptance? §21. What are other peoples' notes and acceptances which 

come into our hands called, and why? — What are our notes and acceptances 
called, and why? — What does Bills Receivable account show? — What does 

Bills Payable account show? § 22. What is the object of Bills Receivable 

account? — How is it kept? §28. What is the object of Bills Payable 

account? — How is it kept? §34. What is the purpose of business?— Is 

this purpose always attained? §35. What must be the quality of an 

account which measures the progress of the business? — What two ideas 

oppose each other in accounts of this kind ? § 36. What names are given 

to some of the main accounts which represent the activities of business ? 

§ 38. What is the object of Merchandise account ? § 39. What is its 

method ? — In case it is desired to show the gain or loss on merchandise before 

it is all disposed of, what is necessary? §44. What is the object of Real 

Estate account ? § 45. What is the method of keeping it ? § 50. What 

is meant by Shipment or Adventure ? — ^What will a Shipment or Adventure 
account show? §51. How is it kept? §55. What is shown in Com- 
mission and Service account ? § 56. On which side of the account are the 

active entries usually made ? — What is the theory of the account ? — Is the 

result of Commission and Service account usually a loss or a gain. 

§ 60. What is the purpose of Interest account ? § 61. What is its theory?— 

When does Interest cost value?— When does it produce value? §65. What 

is meant by Securities ? — What is shown in Securities account ? § 66. What 

is its method ? § 68. Are separate accounts ever kept with the different 

classes of securities? §70. What are incidental accounts ?— What is the 

principal incidental account ? § 71. Mention instances where it would seem 

to be necessary to keep an Expense account. § 72. Is it ever possible for 

Expense account to show a gain ?— In case it should show a gain, what is true 

of the entries ? — What are the rules for debiting and crediting Expense ? 

§ 75. What relation does a proprietor sustain to his business? — What is shown 
in a proprietary account? § 76. What title is sometimes given to the pro- 
prietary account when there is a single proprietor? — What names are used in 

a co-partnership ? — What in a joint- stock business ? § 77. Is it ever propel 

for a proprietor to have two accounts ? — In such case, what is shown in each of 

the accounts? §82. How many classes of accounts are there? — What is 

shown in each class ? — What accounts are embraced in the first class ? — What 
in the second class ? — What name is given to accounts of the first class ? — What 
to those of the second class ? — When is Cash account debited ? — When credited? 
— When, Bills Receivable ? — When, Bills Payable? — When, personal accounts ? 
—When, proprietors' or stockholders* ? — When are accounts showing gains 
and losses debited, and when credited ? 



CHAPTER II. 
TRANSACTIONS AND THEIR RECORD. 

§84. — A Business Transaction, in its simplest form, is 
the equal exchange of valuahle things.* 

§ 85, — An exchange of valuable things means that one valu* 
able thing is received and another valuable thing given. 

§86. — An exchange, or transaction, therefore, affects the 
business in two directions ; and a competent record of a transac- 
tion must show these opposite results. 

§87. — In the illustrations in the previous chapter one side 
only of the transaction is considered, the object being to show the 
character and aim of the separate accounts. In this chapter both 
sides are given, and it will be seen that every transaction necessi- 
tates at least two entries — one to the debit side of some account 
and one to the credit side of some other account ; the sum of the 
debits and sum of the credits being equal. 

§88. — Frequently, however, the record may involve more 
than two accounts. Preserving the equality of debits and credits, 
the full record of a transaction may require any one of the fol- 
lowing four forms : 

1. One debit and one credit. 

2. One debit and two or more credits. 

3. Two or more debits and one credit. 

4. Two or more debits and two or more credits. 

Illustrations. 
§ 89. — i. One debit and one credit. 

Transaction. 
Bought merchandise and paid cash, $S0O, 
Record. 
Merchandise, Br. - - - 200 I Cash, Cr, 900 

* This deflnition does not cover all the exigencies of bnsiness record, nor does it aim 
to be philosophical. It is simply the best definition for this place, and is comprehensive 
enongb for the work in hand. 
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§90, — 2, One debit and two credits. 

Transaction. 
Bought merchandise for $500 ; paid cash, $300, and note, $S0O. 

Record. 

Merchandise, Dr. . . - . 600 I Cash, Cr. 800 

I Bills Payable, Or. • • • . 200 

§91. — 3. Two debits and one credit. 

Transaction. 
Sold merchandise for $JiO0 ; received cash, $160, and note, $S60. 

Record. 

Cash, Dr. - 150 I Merchandise, Or. 400 

Bills Receivable, Dr. - - - 250 I 

§92. — 4^ '^^ debits and two credits. 

Transaction. 
Bought merchandise for $350, and house and lot for $5000 ; paid cash, 
$3000, mortgage, $2350. 

Record. 

Merchandise, Br. * - - ^ 350 I Cash, Or. 8000 

Real Estate, Br. ... 5000 I Mortgages Payable, Or. - - 2350 



§93. — A transaction may consist of an exchange between 
(1) two commodities (things having substance) ; {%) between a 
commodity and a claim (or promise) ; (3) between a claim and 
a claim, ; (4) between a comm^odity and a service ; (5) between 
a service and a service. 

Illustrations. 
§ 94. — 1. Between Commodities. 

Transaction. 
Bought 100 bush. Wheat for $150 in cash. 

Record. 
Wlieat, Br. 150 | Cash, Cr. ....... IM 

§ 95. — 2. Between a Commodity and a Claim. 

Transaction. 
Sold James Benson on credit, 50 bush. Wheat for $85. 

Record. 
James Benson, Br. - • - - 85 | Merchandise, Or. ' • • ' A 
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§96* — 3* Between a Claim and a Claim. 

Transaction. 
Received of James BeDSon bis note in full of his account, $85. 

Record. 
Bills Receivable, Dr. - > - 85 | James Benson, Or. - - • « 85 

§97. — 4' Between a Commodity and a Service, 

Transaction. 
Received casb for one month's labor, $100. 

Record. 
Cash, Dr. 100 | Service, Or. 100 

§ 98. — 5. Between a Service and a Service. 

Transaction. 
Paid Dr. Hammond's bill for medical attendance, $150, by one year's 
tuition for his son Charles. 

Record. 

Family Expense, Dr. - - - 150 | Tuition, Or. 15(V 



EXERCISES IN JOURNALIZINa. 

§99. — To "journalize/' in the book-keeping sense, is to 
decide in the case of a transaction what shall be its record in tlie 
Ledger ; in other words, what account or accounts shall be debited, 
and what account or accounts shall be credited. 

§ 100, — The Journal, when used as a separate book, cornea 
between the Day-Book, which simply records the transaction, and 
the Ledger, which contains the classified results. It is more or 
less formal in its arrangement, but of whatever form, its purpose 
is the same — that of deciding upon the debits and credits 
of a transaction. 

§101. — The "items'* under the different subjects in the 
preceding chapter are used to illustrate separate accounts. For 
this reason, in the matter illustrated, as also in the first series of 
the "Material for Practice," but one side of the transaction is 
given. In the second and third series, however, the transaction 
is fully stated, and thus is given an abundance of good material for 
journalizing. Three forms of journalizing are here given, anyone 
of which may be used. Beginning with the " Second Series " under 
each head, let the student journalize all the items in Chapter I. 
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Second Series, 



Item 1, 


Cash, 2>r. - 


Item 2. 


Cash, 2>r. - - 


Item 3. 


Mdse., Dr. - 


Item 4- 


Cash, Dr. - - 


Item 5. 


Ext)en8e, Dr. - 


Item 6. 


Expense, Dr. - 


Item 7. 


Cash, 2>r. - - 


Item 8. 


Cash, 2>r. - - 


Item 9. 


Expense, Dr. - 


Item 10. 


Proprietor, Dr. 


Item 11. 


Cash, Dr. - - 


Item 12, 


Rent, Dr, - - 



UNDER Cash Account. (§11.) 

- 175 Proprietor, O. - - - 175 

- 75 Jones & Co., Or, - - - 75 

- 29.12 Cash, Cr, 29.12 

- 182.35 Mdse., (7r. ..... - 182.35 

7 Cash, Cr. 7 

- 25 Cash, Or. 25 

- 180 Bills Receivable, Or. - 180 
. 125 Mdse., Or. 126 

- 112.50 Cash, Or. 112.50 

- 50 Cash, Or. 50. 

- 37.50 Abram Stuart, Or. . - 37.50 

- 150 Cash, Or. 150 



Third Series, under Bills Receivable Account. (§ 27.) 



1 



e 

7 
8 
9 

10 



DebUs. 

Bills Receivable - 

Bills Receivable - 
Cash .... 

Interest - - - 

Bills Receivable - 

Bills Receivable - 

Bills Receivable - 

Bills Receivable - 



Cash .... 
J. Rantoul > - 
Bills Receivable 
Bills Receivable 



Cash 



200 
129 
199 

400 

300 

275 

350 

300 
275 
210 
400 

132 



50 



Credits. 

Merchandise > . . 

James Parton - - 

Bills Receivable - - 

Cash J 

Interest . - - . j 

Cash J 

Interest . - - .( 

Cash J 

Interest . . - . j 

Cash ( 

Interest ... .J 
Bills Receivable - - 
Bills Receivable > - 
E. G. Folsom - - - 

Cash J 

Interest . . . - j 
Bills Receivable - - 1 
Interest ... -J 



129 
200 

394 
6 

299 
1 

274 

348 

1 

300 

275 

210 

398 

2 

129 

3 



31 



05 



50 
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Thibd Series, undee Real Estate Accouirr. (§ 49.) 

(UBoal Form.) 



Ddnls. 



Credits, 



Item 1 



Dutchess Co. Farm - 
Seventy-third St. House 
Stock Farm - • • 



Proprietor 
2 



Dutchess Co. Farm 



Cash 



3- 



Dutchess Co. Farm 



Cash 



Seventy-third St. House 



Cash 



Cash 



Stock Farm 



e 



Seventy-third St. House 



Cash 



Dutchess Co. Farm 



Cash 



^• 



Dutchess Co. Farm 



Cash 



9 



Cash 



seventy-third St. House 



Dr. 



20000 
80000 
25000 



150 



75 



125 



150 



25 



37 



120 



750 



50 



Gr. 



75000 



150 



75 



125 



150 



2o 



37 



120 



750 
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Debits, 



Credits. 



'Item 10- 



Btock Farm 



Cash 
'11 



Dutchess Co. Farm 



Cash 
'12 



Cash 



Stock Farm - - 
-15 



Cash 



Dutchess Co. Farm 
'14 



Cash 



Seventy-third St. House 
-15 



Stock Farm 



Cash 
'16 



Cash 



Dutchess Co. Farm 
-17 



Cash 



Stock Farm • 
-18 



Stock Farm, new % 



Stock Farm, old %* 
-19 



Dutchess Co. Farm» new ^* 

Dutchess Co. F'm, old % 



Dr. 



17 



^9 



317 



35000 



75 



513 



22000 



20000 



50 



75 



50 



Cr. 



17 



28 



259 



317 



35000 



75 



513 



432 



22000 



20000 



50 



75 



150 



* TransactlonB of this kind do not occnr in the current progress of the business. They 
•re incident to the closing of the books at the end of a fiscal period, and the opening of them 
anew at the beginning of another fiscal period. It is not presomed that the student will 
Itally understand the entry at this time. 
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A MODEL SET OF BOOKS. 

§103. — A "Set" of Books comprises what are necessary to 
record the happenings and the outcome of a business. These 
may consist of two or of fifty, according to the extent and 
character of the business, or according to the judgment and 
taste of those who use them. 

§103. — Ordinarily, three books comprise a set, viz.: the 
Day- Book, which tells what happens; the Jourjs^al, which 
decides how the facts shall appear on the Ledger; and the 
Ledger, which presents the facts in a classified form. — The 
Day- Book and Journal are usually combined in one. 

§104. — The "Model Set" here presented gives these simple 
forms, and exhibits in the plainest way the characteristic features 
and logical sequence of Double Entry Book-keeping. Its points 
should be carefully studied for future reference. 



§105, — Memorandum of Transactions. 

New York, Jan/uary 1, 18 — . H. B. Bryant, proprietor, invested 

cash, $3000, Bought of H. Ely for cash, 125 brls. Flour, at $8, $1000, 

Paid James Sturgis & (^o. cash for two months' store rent, $75. 

Jan. 10. Sold Craig & Co. for cash, 50 brls. Flour, at $10.50, $5^5. 

Bought of G. W. Brown on account, 30 ds., 500 bush. Wheat, at $1.75, $875. 
Sold A. E. Mackey for cash, 100 bush. Wheat, at $1.90, $190. 

Jan. 20. Bought of S. S. Packard, giving in payment therefor our 

note at 30 ds., 1000 bush. Oats, at 90f^, $900. Sold Riley & Jones for 

cash, 500 bush. Oats, at $1, $500. Paid cash for services. $75. 

Jan. 30. Sold J. E. Soule on account, 200 bush. Oats, at %\,$S00 ; 

200 bush. Wheat, at $1.95, $390. Received of J. E. Soule, in settlement 

of account, his note at 30 ds., $590. 

February 15. Bought of C. H. Taylor for cash, 225 brls. Flour, at 
$8.66|, $1950. 

Feb. 20. Sold J. Jackson on his note at 30 ds., 50 brls. Flour, at $10, 
$500. Paid cash for oflSce expenses, $37.50. 

Feb. 25. Sold D. R. Lillibridge on account, 100 brls. Flour, at $10.25, 

$1025. Gave G. W, Brown on account, our sight draft on D. R. Lilli. 

bridge for $500. 

Feb. 28. Received cash in full for J. E. Soule's note, $590. There 

remains unsold 150 brls. Flour, worth $10.25, $1537.50; 200 bush. Wheat, 
worth $1.35, $270 ; 300 bush. Oats, worth $1, $300. 



MODEL SET OF BOOKS. 

§ 106. — DAT-BOOK. (Separate.) 
New Yorkf Jamuiry 1, 18 — . 

Began business with a cash investment of .... 

// 

Bought of H. Eiy for cash, 

125 brls. Flour |8 - - - 

// 

Paid cash for store rent - - 

10 

Sold Craig & Co. for cash, 

50 brls. Flour $10.50 - - 

// 

Bought of G. W. Brown, on %, 

500 bush. Wheat $1.75 - - 

// 

Sold A. E. Mackey for cash, 

100 bush. Wheat $1.90 

20 

Bought of S. S. Packard, giving in pa/ment therefor 
our note at 30 ds., 
1000 bush. Oats OO*' - - 

// , 

Sold Riley & Jones for cash, 

500 bush. Oats $1 - - - 

// 

Paid cash for services 

30 

Sold J. E. Soule, on %, 

200 bush. Oats $1 $200 

200 bush. Wheat 1.95 390 



39 



3000 



1000 



75 



525 



875 



190 



900 



500 



75 



590 
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New York, January 30 ^ IS — . 



Received of J. E. Soul6 in settlement of %, his note 
at30ds. 

Feb. 15 



Bought of C. H. Taylor for cash, 
226 brls. Flour 

20 



18.661 



Sold J. Jackson on his note at 30 ds, 

50 brls. Flour $10 



Paid cash for office expenses 
— 25- 



Sold D. R. Lillibridge, on %, 
100 brls. Flour - 



- - $10.25 



Gave G. W. Brown our draft on D. R. Lillibridge for - 
: 28 



Received cash for J. E. Soule's note 



Inventory of unsold merckandiae, 
150 brls. Flour $10.25 



200 bush. Wheat - 
300 bush. Oats 



1.35 
1.00 



590 



1950 



500 



37 



1025 



500 



590 



1537 
270 
300 



50 



50 



j 107. — JOURNAL. (Separate.) 
New York, January 1, 18 — 



Dr. 



Cr. 



Cash 



Proprietor 
// 



Flour 



Gash 



3000 



1000 



3000 



1000 



MODEL SET OF BO 
New York. Januury 1, 

Expense 

Cash 

10 

Cash 

Flour 

// 

Wheat 

G. W. Brown - - - 
// 

Cash 

Wheat 

20 — 

Oats 

Bills Payable - - - 

ff . 

Cash 

Oats 

^ // 

Expense 

Cash 

30 

J. E. Soule . - 

Oats 

Wheat 

// . 

Bills Receivable 

J. E. Soul6 - - - - 

Feb. 15 

Flour 

Cash 

20 

Bills Receivable 

Flour 

// 

Expense 

Cash 

25 

D. R. Lillibridge 

Flour 

. // 

G. W. Brown 

D. R. Lillibridge - - 

28 

Cash 

Bills Receivable - - 



0K8. 
18 



« 



2>r. 



Cr, 



75 
635 
875 
190 
900 
500 

75 
590 

590 
1950 

500 

37 

1025 

500 

590 



50 



75 
525 
875 
190 
900 
500 

75 

200 
390 

590 
1950 

500 

37 

1025 

500 

590 



5a 
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§108. — DAY-BOOK AND JOURNAL COMBINED. 
1 New York, January 1, 18 — . 



Dr. 



Or. 



Cash ....... 

Proprietor 

Investment. 
. // _ 



Flour 

Cash 

Bo't of H. Ely, 125 brls. - - @ |8 



Expense 



Cash 
Paid store rent. 

la- 



Cash 

Flour . - 

Sold Craig & Ck>., 50 brls. 



$10.50 



Wheat 

G. W. Brown . . - . 

Bought 500 bush. $1.75 



Cash 

Wheat . . . 

Sold A. E. Mackey, 100 bush. 

20 



$1.90 



Oats 



Bills Payable . 



Bought of S. S. Packard on our note at 
30 ds., 1000 bush. W 



Cash 



Oats 

Sold Riley & Jones, 500 bush. . |1 



3000 



1000 



75 



525 



875 



190 



900 



500 



3000 



1000 



75 



525 



875 



190 



900 



500 



MODEL SET OF BOOKS. 
New YorUj January 20 ^ 18 — . 



43^ 



2 



Expense 

Cash 
Paid for services. 
30- 



J. E. Soul6 



Sold on %. 



Oats, 300 bush., |1 
Wheat, 300 bush., 1.95 - 



Bills Receivable 

J. E. Soul6 . . - 
Note at 80 ds. in settlement of %. 
Feb. 15 



Flour 

Cash 

Bo't of C.H.Taylor, 335 brls. - |8.66f 
20 



Bills Eeeeivable 

Flour 

Sold J. Jackson on his note at 30 ds., 

SObrls. $10 

// 



Expense 



Cash 
Office expenses. 
25- 



D. R. Lillibridge 

Flour 

Sold him 100 brls. $10.36 

n 



G.W.Brown 

D. R. Lillibridge - - 
Our draft on Lillibridge, favor of Brown. 

28 



Cash 

Bills Receivable - - 
J. E. Soulfi's note. 



10 



75 



590 



1950 



500 



37 



1035 



500 



590 



50 



75 



300 
390 



590 



1950 



500 



37 



1035 



500 



590 



5a 
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Dr. 



1109. — LEDGER.* (Curbent Condition.) 

(1) 
H. B. Bryant, Proprietor. 



Cr. 
















18- 










-^ 














Jan. 


1 


Cash - - 


1 


8000 








(2) 




Dr. 




Oash. 


• Or. 


18- 












18- 








1 ' 
1 


Jan. 


1 


Proprietor - • 




8000 




Jan. 


1 


Flour - - . - 


1 


,1000 




11 


10 


Flour • • • - 




035 




it 


u 


Expense - - - 


1 


75 




»' 


" 


Wheat .... 




190 




ti 


ao 


Expense • - - 


a 


75 




ii 


ao 


Gate 




600 




Feb. 


16 


Flour - - - - 


a 


1050 




Feb. 


28 


BlllBBeceiTable. 




680 




M 


20 


Expense - - - 


a 


87 
aisT 


50 

•0 




















I 








(3) 






Dr. 




Flour. 


Or, 


ift- 












18- 








1 


Jan. 


1 


Cash - . . . 


1 


1000 




Jan. 


10 


Cash . . - - 


1 


535 




Feb. 


16 


*» . . . - 


% 


1060 




Feb. 


ao 


BiUs Receivable. 


a 


600 












99SO 




«« 


26 


D. R. Lillibridge 


a 


1025 

.... 








(4) 




Dr. 




Fixpense, 


Or. 


18- 




















1 1 
i j 


Jan. 


1 


Cash (rent) • • 


1 


75 
















" 


ao 


" (service) - 


2 


75 










1 




Feb. 


ao 


*• (office) . . 


% 


87 


SO 

SO 


















(6) 




Dr. 




Wlxeat. 


Or. 


18- 












18- 












Jan. 


10 


G. W. Brown - 


1 


878 




Jan. 


10 
80 


Cash - - . - 
J. E. Soul* - - 


1 
a 


190 

• ao 





* Pat three accounts on a page. 
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Dr. 



(6) 

Gr. ^W. Brown. 



Dr. 



(11) 

D. R. LiUibridge. 



Cr, 



18- 
Peb. 


85 


Dft. on D. B. L. - 


8 


600 




18- 
Jan. 


10 


Wheat - . - - 


1 


875 




Dt, 


(7) 
Oats. 




Cr. 


18- 
Jan. 


ao 


BUl8 Payable - 


1 


900 




18- 
Jan. 


80 
80 


Cash .... 
J.E. 8oul6 - - 


1 
3 


600 
800 

too 






(8) 






Dr. 


Bills Payable. 




Gr. 














la- 
Jan. 


80 


Oata 


1 


1 

900 1 

1 
1 


Dr, 


(9) 
J. "R. Soule. 




Cr. 




18- 
Jan. 

# 


ao 


Sundries • - - 


3 


600 




18- 
Jan. 


80 


Bills Receivable- 


8 


500 

1 . 


i>r. 1 


(lO) 
3ills Receivable. 




Or. 


Jan. 
Feb. 


30 

ao 


J.E. 8oul6 - - 
J. JackBon • - 


1 — 

8 

a 


60O 
500 

io*o 




18- 
Peb. 


88 


Cash .... 


3 


500 





Or. 



18- 
Peb. 



Plonr 



1085 



18- 
Peb. 



35 



Dft. &v. G. W. B. 



500 



4G 
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ABSTRACT OF THE LEDG-ER. 

§110. — The following abstract — usually called the Trial 
Balance — presents in a convenient and compact form the con^ 
dition of all the accounts, and also affords a proof of the work in 
the equilibrium of the Ledger. As each transaction has equal 
debits and credits, it follows that all the transactions taken 
together should have equal debits and credits, and one object of 
the Trial Balance is to ascertain if the amounts have been prop- 
erly entered in the Ledger. 

§111. — The Trial Balance test, however, is not a perfect 
one, as there are numerous conditions under which the accounts 
in the Ledger may balance, and still errors exist : 1. An entire 
entry, or more than one, may be omitted ; 2. A debit or credit 
entry may be taken to the right side of a wrong account ;. 
3. One error may exactly offset another, etc., etc. 

§ 112, — Ordinarily, however, when proper care with proper 
safeguards has been taken, the equal footing of the sides of the 
Trial Balance is taken as evidence of the correctness of the 
Ledger. 

Abstract, or Trial Balance. 



Accounts. 



Proprietor - - 
Cash - - - - 
Flour - - - . 
Expense - - - 
Wheat - - - 
G. W. Brown 
Oats - - - - 
BiUs Payable - 
J. E. Soul6 - - 
BiUs Receivable 
D. R. Lniibridge 

Equilibrium - - 



Facb of Lbdokb. 



Balances. 



Dr. 1 


Or. 


Dr. 


Cr. 






3000 








3000 




4805 




3137 


50 


1667 


50 






2950 




2050 




900 








187 


50 






187 


50 






875 




580 




295 








500 




875 








375 




900 




700 




200 








i 


900 








900 




590! 


590 












1090 




590 




500 








1025 




500 




525 








12922 


50 


12922 


50 


4275 




4275 
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§ 113, — Most of the important facts of the business can be 
gathered from the foregoing abstract, as it is. The inside columns 
give the footings of the accounts, and the outside columns, the 
differences or balances. Thus, we can know at once the amount 
invested ; the balance of cash on hand ; the cost of the different 
kinds of goods we deal in ; the returns from sales ; the outlay for 
expenses; what we owe others, and what others owe us, etc. In 
fact, we need but one more item of information to enable us to 
present the exact state of the business at this point ; and that 
item is the value of the unsold merchandise. 

§114. — This value has been given in the memorandum of 
transactions under date of Feb. 28, but has not been utilized in 
the Ledger. The Analysis which follows — made from the Trial 
Balance, with the item of unsold goods added — will give a 
complete showing of the business, both in its progress and its 
financial status. 



§ 115. — ANALYTIC STATEMENT.* 

/. Analysis showing Resources and Liabilities, taken from Ledger accounts 
mnd from estimates of property. 



1. From Ledger Accounts. 

Cash Beceived $4805 

Paid oat 8187.60 

On hand 

G. W. Bbovn 'Or. 8T6» 

Dr. 600 

We owe Mm 

leBue^ BJid. unredeemed 



Bills Pat able - 
Bills Rboxiyabia 



D. R. LiLLIBBIDeB 



Received 1090 

Disposed of - 690 

On hand 

Dr. 1085 

Or. 600 

He owes w - - - - 



S. From EstHmaUa of Property. 

Ploitb leObrls. $10.S6 

Whbat 200 bush. 1.86 

Oats 800 bush. 1 

Difference^ or net worth - 

Proof 



Beeources. 



1667 



600 



686 



1687 
270 
800 



4800 



60 



Liabilities. 



875 

900 



35X5 
4800 



* For practical form, see Appendix, p. 181- 
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2. Analysis showing Gains and Losses, as exhibited in the Ledger, ana 
m the estimates of property. 



Floub 



fiXPENBB 

Wheat - 



Oats 



BeturoB from Mies • - $9060 
Estimate of udboIcI • • - 1687.60 

Total returns • 3567.60 
Cost 2950.00 

Net profit 

Outlay for incidentals - 

Cost 875 

Returns trom sales - - 680 
Estimate of unsold • • 270 



Total returns 

Ne£l088 - • 

Returns from sales • - - 

Estimate of unsold - - - 

Total returns 

Cost - 



860 



700 
900 



Losses, 



1000 
900 



Net profit 

JHifference^^or ml gain - - 



Proof 



187 



737 



60 



60 



CMins, 



637 i 50 



100 



737 



60 



3. Analysis showing that the investment increased by the net gain equals 
the present worth. 



Pbofbietob. 



Or. 



Amount invested (none withdrawn) 
Add net gain, as above 



$3000 

525 



Gives present investment or net worth $3525 



SHOWING- FULL RESULTS IN THE LEDG-ER. 

§ 116. — From the foregoing Ledger and statements we are 
enabled to ascertain the exact progress and state of the business. 
From the Ledger, as it stands, we get the amount of cash on 
hand, what is owing to us, and what we owe ; and also, what the 
goods in which we deal have cost us, and how much the sales 
have produced ; and what have been our incidental expenses. We 
lack only one item of information to put us in possession of all 
the facts we need, and that is, the value of the unsold goods. 

§ 117. — This item of information, for practical reasons, is not 
available from any record which could be kept — ^not because "the 
quantity of goods on hand, in a business such as here repre- 
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^nted, might not be readily got at, but because the fluetuatiou 
in prices makes it uecessaiy to estimate the value whenever the 
facts are desired. 

§ 118. — So, it may be understood that no Ledger, in Us 
vurrent condition, will show all the facts of the business, and 
that when it is desirable that such facts should be shown on the 
Ledger, the business — or the current record of it — has to be 
arrested, and the Ledger restored to the same condition which 
it held at the beginning, viz. : it must exhibit, for the time, 
•a complete statement of resources and liabilities, and 
nothing else. 

§119. — The process through which this is done is called 
^Closing the Ledger," and the effect is to cancel the opposing 
facts of the accounts, bringing the single results forward as a 
basis for future record. 

§130, — These conclusions will appear more distinctly in 
comparing the " open " Ledger as already shown with the " closed '* 
Ledger now presented. 



§ 121. — LEDQER. (Closed.) 

(1) 
H. B. Bryant, Proprietor. 



18- 

Teb 


38 


Balance {new %) 


= 


S5S5 




18- 
Jan. 
Feb. 


1 

28 


Cash . - - - 
Loss & Gain - - 

Balance (old %)- 


1 

Ll2 


aooo 

526 
8625 






8536 














Mar. 


1 


8626 





(2) 
Cash.. 



18- 
Jan. 

Feb. 


1 
10 

20 
28 

1 


• 

Proprietor - - 
Flour - - - . 
Wheat • . - - 
Oats 

Bills Receivable - 

Balance (old %)• 


1 
1 
2 
2 
9 


aooo 

625 
190 
600- 
890 

4805 
1667 


60 


18— 
Jan. 

Feb. 

^4 


1 

20 
15 
20 

28 


Floor - . - - 
Expense - - • 
Expense • - - 
Flour - - . - 
Expense - • - 
Balance {new %) 


1 
1 
2 
2 
2 


1000 
76 
76 

1960 
87 

1667 


60 
SO 




4805 


__ 


JIar. 









50 
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(3) 
Flour. 








18- 1 
Jan. 1 1 
Feb. 1 15 
28 


1 
Cash .... 

Loss A Gain - - 

■ 

Balance (old %)- 


1 

1 
2 
12 


1000 
1950 

637 

8587 
1537 


1 

60 
50 


18- 
Jan. 
Feb. 


10 
20 
25 
28 


1 

Cash ... - 
Bills Receivable - 
D. R. LiUibridge 

1 Balance (mw %) 


1 525 . 

2 ' 500 1 
2 1025 

1537 i 50- 

;j"3M7~i 50 


Mar. 1 1 


50 






\ ' ■! 


(4) 
Expense. 


18- 
Jan. 

Feb. 


1 

20 
20 


Cash (rent) - -' 
" (service) - 
»* (office) - - 


1 
2 
3 


75 
76 
87 


50 


18- 
Feb. 


28 


Loss A Gain - - 


1^2 


187 


5» 




187 


50 


60i 



















(5) 
^^^heat. 




ifr- 

Jan. 


10 


G. W. Brown - 
Balance (old %)- 


1 


876 




Ifr- 
Jan. 

Feb. 


10 Cash - - - . 

80 J.E. Soul6 - - 

28 Balance (new %) 

1 Loss d Gain - - 


1 
2 

Ll2 


: 190 ! 

1 390 j 
! S70 ' 

i 95 1 




875 








=^ 


875 1 


Mar. 


1 


270 








1 


(6) 
G. W^. Brown. 


18- 
Feb. 


25 

28 


Dft. on D. R. L. - 
Balance {new %> 


2 


500 

376 




18- 
Jan. 


19 


Wheat - - - - 
Balance (old %) - 


1 


875 

875 
375 






875 














Mar. 


1 




(7) 
Oats. 


18- 
Jan. 
Feb. 


20 

28 


Bills Payable - 
Loss dt Gain - - 

Balance (old %). 


2 

Ll9 


900 

100 




18- 
Jan. 

Feb. 


20 
80 

28 


Cash ... 
J.E. Soal6 • . 
Balance (new %) 


1 
2 


500 
200 

SCO 

1000 






1000 






Mar. 


1 


300 









MODEL SET OF BOOKS. 



51 









Bills 


(8) 
Payable. 




















18- 
Jan. 


ao 


Oats 


1 


600 








(9) 
J. E. Soul^. 




18- 


80 


Sandries • • • 


3 


690 




la- 
Jan. 


80 


BillflBeceivable. 


8 


600 





















(lO) 
Bills Receivable. 



18- 
-Jan. 
Feb. 


80 

ao 


J.E.SouI6 • - 
J. Jackson • - 

Balance (old %). 


2 
2 


500 
500 




18- 
Feb. 


28 
u 


-■ ■■■ ■ 

Cash .... 
Balance (new %) 


8 


690 
500 






1090 




1090 




Jftar. 


1 


600 












(11) 

r>. R. LiUibridge. 


18- 
Feb. 


25 
1 


Flonr .... 
Balance (old %)- 


2 


1095 
1026 





18- 
Feb. 


26 

28 


Dft. fliv. G. W. B. 
Balance {new %) 


2 


600 

6X5 






1026 




Har. 




626 










(12) 

Loss & Grain. 


18- 
Feb. 


28 


Expense - - - 
Wheat ... - 
Pfvprietor - - 


■ 

i 
l4 
l5 

Ll 

1 


187 
25 

525 

787 


50 

lo 


18- 
Feb. 


28 


Flour . . . - 
Oats . . • • 


l8 
l7 


ft37 
100 / 

~79f 


50 
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V 

CLOSING- THE LEDQER. 

§122, — To "close" an account, in technical sense, is to put 
an end to its current condition. This is usually done when its 
purpose is fulfilled, as also when the sides are equal, even if the 
account is to be continued. 

§ 133. — The closing of an account does not change its rela- 
tions or its condition. If the sides are equal, the opposing items, 
cancel each other, and closing it simply emphasizes this fact and 
takes the account out of the present reckoning. 

§ 124, — If the sides are unequal, the excess of the larger 
side is not extinguished in the closing, but is perpetuated by 
being expressed in a single item, and "brought down" as the- 
result, forming the fact of the continued or "new" account. 

§ 126. — Several objects may be served in closing an account* 
(1.) When the purpose of the account is fulfilled, closing it removes 
it from present consideration. (3.) In case of the settlement of & 
personal account, whether fully liquidated or not, the closing^ 
shows the agreement, and renders unnecessary the going over of 
the old items in future settlements. (3.) As in the case of Cash, 
the main object of the account — the balance on hand— can be 
shown in a single amount. 

§ 126, — The object of " closing the Ledger " is to mark an 
era in the business, and to show the results of a given period 
of time. 

§ 127. — The effect of closing the Ledger is to restore all the- 
accounts to their primal condition of exhibiting the resources and 
liabilities of the business. 

§ 128. — The use of red ink in the Ledger is a matter of con-^ 
venience as well as of significance. The convenience is that thus, 
entries may be made originally in the Ledger without the neces- 
sity of posting them from other books ; and the significance is 
that they serve a special purpose— that of closing an account. 
The law of "equal debits and credits " is as clearly enforced as in 
entries posted from the Journal, for the amount that appears 
on one side in red ink is transferred or posted to the other side- 
in black. ^N'evertheless, there are clear-headed accountants who 
insist upon making all entries first in the Journal, where full 
explanatio^m may be given. • 
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§129. — Process of Closing. 

1, Before attempting to show all the results upon the Ledger there 
should be reasonable certainty that the Ledger is correct. Hence, the first, 
step is the Trial Balance. 

^. To further guard against blunders, the next step should be the ren- 
dering, in a more or less formal manner, an analytic statement of the 
accounts. See example under §115.* 

3. As this statement opntains all the facts which will appear n the 
Closed Ledger, the process of closing — with the statement as a basis — 
becomes well nigh mechaniC/al. This will give the greater opportunity for 
precise and effective work. 

4. The ruling — which is an important feature of the Ledger — should be 
done with absolute precision and uniformity. The red ink should be of ^od 
quality, and kept pure. A separate red ink pen should always be used. 

5. As, in the case of unsold property, the current Ledger does not show 
the true state of the business, the first step is to credit the value of the unsold 
property to the account or accounts having charge of it. This should be done 
in red ink^ the amount being brought down on the debit side of the same 
account in Uack ink. f 

6. In case, also, of liabilities accumulated during the business and not 
shown in the proper account, the amount of such liabilities should be entered 
to the debit side of the account or accounts representing them, in red ink, 
and brought down on the credit side of the same account in Uack ink. i 

7. As the separate losses and gains must be brought together in a single 
statement, open an account for that purpose under the title of Loss & Gain. § 

8. Begin with the first account after the Proprietors'. If it be a 
Financial account, enter the difference upon the smaller side in red inky 

* The Analytic Statement gives excellent practice to the Btudent and is mainly valuable 
for this purpose. In business, a more compact and comprehensive form of statement is 
preferable ; such, for instance, as the Balance Sheet on page 65. 

t Inasmuch as the inventory cannot be well '* brought down " in the new account until 
the old account is "closed," or ruled up, and this event must await the declaration of the 
loss or gain as shown by the account after the inventory is credited, it wiU seem difficult to 
follow this instruction literally. To avoid this difficulty in part, it has been customary 
with teachers to open a separate account with balances, to which are transferred all the 
resources and liabilities— to be afterwards retrati^erred to the closed or new accounts. As 
this is not a business method, it is deemed best not to adopt it in this book, even to avoid a 
seeming difficulty. If the teacher should think it advisable to insist upon making the entry 
complete at the time, it can easily be done by calculating the space necessary for ruling up 
the account, and making the transfer at once ; or, a new account under the same head may 
be opened in another place, and the entry made the i!>ame as in a Balance account. Practi- 
caUy there is no difficulty in the matter, for, after the fiEicts are well in the student^s mind, it 
will not be necessary to follow this exact order ; and accounts containing inventory entries 
can be entirely disposed of before proceeding to the other accounts. 

X The author of this book was the first to recognize, in the closing of a Ledger, liabilities 
not appearing in the current account. It is not always done in business, but as the Aict 
exists, it should be clearly presented to the student, and should not be ignored anywhere. 

I See account 12, page 51. 
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ruie up the account, and bring tlie balance item down on the opposite or 
larger side in Uack ink. If it be a Business account, enter the difference upon 
the smaller side in red ink and transfer it in hlcuik ink to the opposite side of 
Loss & Gain account. 

.9. When all the accounts, except Loss & Gain and Proprietors*, are closed, 
a second trial balance, including these accounts and the balances brought 
down, may be taken to test the correctness of the transfers ; after which, 
ascertain the net gain or net loss as shown in the Loss & Gain account ; and 
if the business be that of a sole proprietor, and the gains are to increase or 
the losses decrease the capital,* close the Loss & Gain account in the usual 
way into Proprietors' account. If the business be that of a copartnership, and 
the investment is to be increased or decreased by the pain or loss, close Loss 
& Gain into the Partners' accounts, izriving to each the proportion of gain or 
loss to which by the terms of the copartnership he is entitled. 

10, Finally, if there is more than one item in Proprietors* account, or in the 
separate Partners' accounts, f close it, or them, by the usual process, bringing 
the balance down as a statement of the investment for the continued 
bu&ii!ess. 

11. The Ledger will now stand as at the beginning, the accounts showing, 
fan single items, the resources and liabilities of the business. 



A COMPREHENSIVE BALANCE SHEET. 

§ 130. — There are few forms of statement more complete 
and comprehensive than the Balance Sheet exhibited on the 
following page. All the facts shown in the Ledger are here 
distinctly stated, and the entire order of closing the Ledger and 
transferring the balances is presented so plaiitly and compactly 
that not a point is lost. The teaching quality of this form is so 
gi-eat that full instructions as to its preparation and use are given 
on the succeeding page. 

§ 131. — Other forms of statement, and the enlargement of 
this form by adding other columns for co-proprietors will be found 
in the Appendix. 

* The instruction usually given to inevitably "close Loss & Gain account into Stock or 
Partners' " is erroneous, from the fact that often the investment is kept at a uniform amount, 
and the gain or loss is apportioned to the proprietors in their private capacity. 

t Ordinarily, after the gains and losses of the business have been declared, there will 
be ** more than one item " in the Proprietary account or accounts, but it is weD to recognize 
the fact that the investment may remain unchanged, in which case the accounts representing 
it should remain unchanged. And it may be well to suggest here that any account holdin? 
but a single item, which is to appear in the continued business, should not be disturbed 
in the general "Closing of the Ledger." 
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§133.— How TO Prepare and Use the Balance 

Sheet. 

L The paper should be sufSciently wide to admit — in case of a single 
proprietor— of four double and one single money columns, as also sufficient 
space for the account titles and Ledger folios. For each additional proprietor, 
an additional double money column.* 

2, Aside from the explanatory head lines and rules, there should be faint 
lines enough for all the Ledger accounts, f with five additional in case of 
single proprietorship, and three mpre for each additional proprietor. 

2. Great care should be taken to lay out the space so as exactly to fit the 
requirements. First, lay it out in pencil. At the extreme right begin with 
the double money columns for final balances ; next come the double money 
columns for each of the proprietors ; next, double money columns for Loss & 
Gain ; next, single money columns for unsold property ; next, double money- 
columns for Face of Ledger ; next, space for Lodger folio ; next, space for 
names of accounts. 

4. Beginning at the left to rule up with ink, let the columns extending 
through '* Unsold Goods," come down one line below the last line of Accounts. 
In case of a single proprietor, let the rulings of the double columns of Los» 
& Gain extend two lines below the previous ruling, and in case of partners, 
Irop au additional line for each partner. 

5. In case of a sole proprietor, let the rulings of the double columna 
of Investment extend two lines below the previous ruling ; and in case of 
partners, let the rulings of each partners* double columns drop two additiona) 
lines, the rulings of double columns for Balances coming even with those- 
of the last partner. 

6. The foot rulings can be made (as per example) at this stage, or after 
the amounts are all written in. The closing of accounts and transferring of 
balances may now be done in order, following out the explanation giyeu 
under •* Process of Closing.'* Let the closing entries be made in red ink, and 
the final transfers in bkuik ink, 

7. When the transfers are all made the columns of Balances will con- 
tain the resources and liabilities at the close of the business, while all The 
facts to be gathered from the Ledger are shown in order under the appro- 
priate heads. 

8. As the force of this form of Balance Sheet is in its compactness and 
eomprehensiveness combined, the greatest care should be exercised in it» 
preparation. If iiot neatly and artistically done its best efiect will oe lost. 

* See Partnership Balance Sheet in Appendix. 

t In case of a large nnmber of personal accounts ~ which wonld make the sb«d» 
anwieldy, if not Impracticable— it is suggested that two geueral accounts be used, vIje. - 
Accounts Beceivable and Accounts Payable. And in case this plan is adopted and mor» 
precise knowledge of the separate accounts is desired, a separate sheet or list of personal 
accounts may accompany the Comprehensive Statement. 
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§133. — VOUCHERS ACCOMPANYIN& MODEL 

SET. 



1. BI1L.1L.IS. 



H. Ely to H. B. Bryant. 



H. B. Bryant 
Cash. iattgW 0f % «lj} 



J^ew York, January 1, IS — 



100 hrls. Flour 



Re&d Payment, 

H, Ely. 



1000 



H. B. Bryant to Craig db Co. 



J\rew York, January 10, 18 — 



Craig ^ Co. 

cash. i0tt0W 0f % §. irtjattt. 



50 brls. Flour $10.50 

Rec'd Payment, 

H. B. Bryant. 



525 



Q. W Brown to H. B Bryant 


JSTew York, January 10, 18 — \ 
H. B. Bryant 


so as. iauglit 0f <S- m. ^xmn. 




500 hush. Wheat - - - - $1.75 - - 


875 


^ 


, 
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H. B. Bryant to A. E. Madkey. 



Jfew York, January 10, 18 — 



A. E. Maokey 

Cash. §0tt0W 0f §* §* irpitt. 



100 hush. Wheat - - - - $1.90 - 
Bec'd Payment, 

H. B. Bryant. 



190 



S. S. Packard to H. B. Bryant. 

jff. B. Bryant 
Note, 30 ds. |5*WflW at J 



JV'ew Fork, Jan. 20, IS- 



1000 bush. Oats 



90f 



900 



H. B. Bryant to Riley db Jones. 

Jfew York, Jan. 20, 18— 
Riley ^ Jones 


cash. iottflW 0f §• §. irjjattt- 




500 bush. Oats $1 - - - 


' 500 






Bec'd Payment, 








H. B. Bryant. 


1 





H. B. Bryant to J. E. Soul4. 

Jfew York, Jan. 30, 18— 
J. E. SouU 

Note, 20 ds. §0tt0W 0f §i* % ^ryattt* 




200 bush. Oats - - - - #i 200 
200 bush. WTieat - - - 1.95 390 


590 







MODEL SET OF BOOKS, 



59^- 



G if Tay.or' to H B Bryant. 



JVew York, February IS, 18 — 



H, B, Bryant 

Cash. l0tt0W tA (&. §• i»j}I«r- 



200 brls. Flour $9.75- 

Ree'd Payment, 

C. H. Taylor. 



1950 



Jfew York, Feb. 20, 18— 



H. B. Bryant to J. Jaokaon. 

J. Jackson 



50 brls. Flour 



500 



H. B. Bryant to D. R. Lillibridge. 



J^6w York, Feb. 25, 18— 



D. B. Lillibridge 



100 brls. Flour $10.26 



1025 



3. It.Ed:iI»T. 



James Sturgis db (So to H. B. Bryant, for store rent. 

$75. J^ew York, Jan. 1, 18^ 

Received of H. B. Bryant Seventy-five Dollars in 
full for store rent for January and February. 

James Sturgis ^ Co. 
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3. IVOTES. 



H. B. Bryant to S. S. Packard. 

$900. J^ew York, Jan. 20, 18— 

Thirty days from date I promise to pay to 
S. S. Packard or order, JVine Hundred Dollars, value 
received, H, B, Bryant 



J. Jackson to H. B. Bryam. 

$500. Js'ew York, Feb, 20, 18— 

Thirty days from date I promise to pay to 
H, B, Bryant or order, Five Hundred Dollars, ralue 
received, J, Jackson. 







4,. X^RAFT. 




H. B. Bryant 


on D. 


R Lillihridge. 




1 


$500. 






Kew York, Feb, 25, 18 




At 


sight, pay 


to the order of G, 


W, Brown, \ 


Five Hundred Dollars, 


value received, and 


charge to 


account 


of 




H. B, 


Bryant 


To D 


R, 


Lillibridge, Esq. 


i 



§134.— Material for Continuation of Model Set. 



TO BE WRITTEN UP BY THE STUDENT. 



[The writing np of these transactions after the methods of the " Model Sot " will test 
the student's proficiency, and fasten the instruction given. Let the Model be followed in 
every particular, using the Journal-Day- Book form, and posting to the same Ledger, con- 
tinuing the open accounts, and opening others as they are needed. After the business is 
posted, make out Trial Balance and Statement ; then close the Ledger in due form, bringing 
l>alances down where proper, and finally, presenting the results in a Comprehensive Balance 
Sheet. When this is completed, write up all the vouchers, as indicated'.] 

March 1. Continued H. B. Bryant's business, beginning with the 

resources and liabilities as shown in Balance Sheet (page 55). Bought 

of R. C. Spencer, 300 bush. Oats, at 97^, $291 ; gave him in payment our 
4Ught draft on D. R. Lillibridge. 
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Mar. 10. Paid cash for insurance on goods in store (estimate, $2500) 

at f per cent., $18.75* Sold C. T. Miller for cash, 150 bush. Oats! 

at $1.05, $157.50, Paid casU for two mouths' rent of store, $75,f 

Bought of J. D. Odell on account, 30 ds., 200 brls. Flour, it ,^8 75 

^1750. ' • 

Mar, 20. Sold L. L. Williams for cash, 100 brls. Flour, at $9.50, 

^^^^' Received from D. R. LiUibridge in full of account, his sight 

draft on J. D. OdeU, for $234, which we have remitted to Odell for our 
credit. 

Mar. 25. Paid cash for services, $S5.X Received cash in full for 

J. Jackson's note of Feb. 30, $500. Sold Folsom & Carhart ou their 

note at 60 ds., 100 brls. Flour, at $9.56, $956. Bought of C. E. Cady on 

account, 30 ds., 300 brls. Flour, at $8.50, $1700. 

April 1. Sold C. P. Meads for cash, 150 brls. Flour, at $8.75, $1312.50. 

Paid caah for office expenses, $10.85. Paid cash for cooperage, 

^^^' Settled G. W. Brown's account of $375, by cash payment, $125 , 

note for balance at 30 ds., * 

Apr. 10. Paid cash for our note to S. S. Packard of Jan. 30, $d00 ; 

and interest on same. 47 ds., ^7.6>5.§ Sold Reckers & Bradford for cash, 

75 brls. Flour, at $9.80, $735 ; 100 bush. Oats, at $1.06, $106. 

Apr. 20. Paid cash for services, $45. Sold B. Baron on note at 

30 ds., 150 bush. Oats, at 93^, $139.50. Sold A. H. Hinman for cash, 

300 bush. Oats, at 90)^, $180. 

Apr. 30. Received cash for B. Baron's note of Apr. 30 ; face of note, 

$139.50; discount off, 33 ds., $0.53.\ Paid cash for our note to G. W. 

Brown of Apr. 1, less discount. Face of note, $250 ; discount, 4 ds., $0.17. 

Sold A. A. Luick for cash, 300 bush. Wheat, at $1.50, $300. 

Ooods remaining unsold, 135 brls. Flour, worth $10.35, $1281.25. 

HmvijTB.— Gain, $62.74. Resources— ^Bsh, $4566.49; Flour, $1281.25; 
Bills Receivable, $956. Liabilities— J. D. Odell, $1516; C. E. Cady, $1700 ; 
Stock, $3587.74. 

Vouchers.— Z (Mar. 1). Bill of Oats from R. C. Spencer; 2 (Mar. 1). Sight 
draft on D. R. LiUibridge ; 3 (Mar. 10). Bill of Oats to C. T. Miller ; 4 (Mar. 10). 
Receipt for rent ; 5 (Mar. 10). Bill of Flour from J. D. Odell ; 6 (Mar. 30;. Bill 
of Flour to L. L. Williams ; 7 (Mar. 30). Sight draft from D. R. LiUibridge, 
our favor, on J. D. Odell ; 8 (Mar. 35). Bill of Flour to Folsom & Carhart ; 
9 (Mar. 35). Bill of Flour from C. B. Cady ; 10 (Apr. 1). Bill of Flour to C. P. 
Meads ; 11 (Apr. 1). Our note at 30 ds. for balance of Q. W. Brown's account : 
12 (Apr. 10). Bill of Flour and Oats to Reckers & Bradford ; 13 (Apr. 30). Bill 
of Oats to B. Baron ; 14 (Apr. 30). B. Baron's note at 30 ds., our favor, for bill 
of Oats; 15 (Apr. 30). BiU of Oats to A. H. Hinman; 16 (Apr. 30). Bill of 
Wheat to A. A. Luick. 

♦ Open iDsurance accomit. t Open Rent account. 

t Charge Expense. % Open Interest account. 

I Debit IntereBt, $0.53. 



C'Z , QUESTIOA'S. 



QUESTIONS. 

£84. What is a basiness transaction? §85. What is meant by an 

exchange of valuable things? §86. In how many directions does a 

transaction affect the business? §87. Are the transactions given in full 

in Chapter 1. ? — What is the principal aim of the exercises in Chapter I. ? — 
In the present chapter, where both sides of the transaction are given, what' 
does the complete entry necessitate ? § 88. Does a full record ever involve- 
more than two accounts ? — Give the four forms of entry. § 93. How many 

different kinds of exchange may a transaction involve ? — What are they ? 

§ 99. What office does journalizing perform ? § 100. When the Journal is 

used as a separate book, between what books does it come ? § 102. Of how 

many books is a "Set" composed? § 103. What is the ordinary number 

of books in a set, and what are they called ? § 110. What does a Trial 

Balance exhibit? — Should the debits and credits in a Ledger be equal, and 

why ? § 111. Is the Trial Balance a perfect test of the correctness of the- 

Ledger? — Mention the circumstances under which a Ledger may balance and 

yet be wrong. § 112. Is the Trial Balance ordinarily accepted as a sufficient 

test of the correctness of the Ledger ? § 113. What facts appear upon the 

open Ledger ? — What important fact as to the condition of the business can> 

not be shown in the current Ledger ? § 116. What is shown in the Analytic 

Statement ? § 117. Why may not the value of unsold goods be gathered 

from the open Ledger? §118. What is necessary in order to show the 

condition of the business in the Ledger? 119. What is this process called? 

§ 122. What is the effect of closing an account ? — Wlien is it usual to. 

close an account ? § 123. Does the closing of an account change its rela- 
tions or its condition ? — In case the sides are equal, what is accomplished by 

closing an account ? § 124. In case the sides are unequal, does the closing 

of an account extinguish the inequality ? — How is the fact of ithe account 

perpetuated ? § 125. What objects may be served by closing an account ?. 

§ 126. What is the real purpose of closing the Ledger? § 127. What 

is the effect of closing the Ledger? 128. What purpose does the red ink 

entry serve in closing entries? — May a Ledger be closed through Journal 
entries ?— Is this ever done ? 



CHAPTER III. 
BUSINESS SERIES. 

§ 134. — The aim of this chapter is to give practical point to 
the instruction which has preceded it. The work is divided into 
*^ sets," with a view to present in each set some leading idea or 
principle. The object is stated at the beginning, and is forcibly 
brought out in the record. The sets are intended to be progres- 
sive, and are only long enough to fully enforce the lessons. 

§ 135. — As in all the work of this book, every set is preceded 
by a memorandum of transactions, which simply stands in the 
place of the transactions, and is not intended to be copied. The 
memorandum, in most instances, with the ultimate results, is all 
that is given — the whole of the work of record being left to the 
student. 

§136« — The working of the first series of transactions 
through the form of the "Skeleton Ledger" will open up a 
pleasant and effective way of getting readily at the main facts. 
It is suggested that all the sets in this chapter be first wrought 
through this form. The " Skeleton Ledger " is almost indis- 
pensable in teaching book-keeping, and no live teacher will seek 
to do without it; but the student should not be permitted to use 
it to the exclusion of the regular forms. After working the 
series through in this practical way, they should be rewritten 
after the forms of the " Model Set." 

§ 137. — This series will be found to contain suflftcient variety 
of transactions to fully illustrate the principles of Book-keeping ; 
but there is no pretense that all the characteristics of the different 
kinds of business are given. It would not be possible within this 
necessarily limited space to present the ordinary details of any 
business. This the student will get in the advanced work which 
will supplement these first lessons. It is to be hoped, however, 
that whatever "practice" may be required to fix these lessons in 
mind, the lessons themselves will be so well mastered that practice 
will simply tend to strengthen and solidify them ; for it must ever 
be remembered that practice, to be effective, must be founded on a 
full knowledge of underlying principles. 
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Setl. — AUN E. COOPER, SOLE PROPRIETOR. 



Char acterUtica.— Baying and selling produce for cash. Basiness began with net capital. 
leBolting in a gain, and ending with increased capital. ^ 

Names of accounts vstd, mth number of lines required for each accourU — 
Proprietor (10) ; Cash (14) ; Flour (6) ; Expense (6) ; Loss & Gain (8).* 



New York, Jiinuary Jf , IS — . Investment, cash, $5000. 

2. Bought of Merrick & Son for cash, 500 brls. Flour, at $8, $4000. 
;>\ Sold for cash to E. G. Folsom, 200 brls. Flour, at |9, $1800. 
4. Sold for cash to W. H. Clark, 300 brls. Flour, at $9.35, $S775. 
J. Paid cash for rent and office expenses, $1£6. 

Bbsults. — Capital at beginning, $5000. Net gain, $450. Capital at dosing, 
$5450. — ___^__ 

Set I. — CONTINUED. 



[The continuation of th^ basiness of this set under the same headings is an important 
0tep, and if properly emphasized will do mach to fix in the student's mind the practical 
atility of bringiag down balances. It is, besides, the business method. The first item in 
the continued memorandum merely states the condition of the old Ledger after the closing 
entries are complete ; and hence they do not require record as they would were the accounts 
to be opened anew.] 

CharacterUtics. — 'BxiYiag and selling for cash and on credit. Adjusting the item of 
unsold goods in closing the Ledger. Beginning with a net cash capital, efiiecting a net gain, 
and ending with an increased capital. 

Names of additional accounts, with number of lines required for each — James 
Carter (4) ; Wheat (7) ; Oats (8); H. C. Spencer (4). 



New York, Jantiary 10, 18 — . The investment, as shown in 
the Ledger balances, is cash, $5450.* 

12. Bought of James Carter on %, 1000 bush. Wheat, at |1.12, $11W, 

15, Bought of James Jewell for cash, 1500 bush. Oats, at mf, $900. 

20. Sold Ira Mayhew for cash, 300 bush. Oats, at 10^, $210; 200 bush. 
Wheat, at $1.35, $250^'lo\»\., $460. 

25. Sold W. N. Yerex for cash, 200 bush. Oats, at tbt $150. Sold 

H. C. Spencer on 9^, 500 bush. Wheat, at $1.20, $600. 

30. Paid cash for current expenses, $75. Sold Frank Goodman for 

cash, 600 bush. Oats, at 75^, $375. Have remaining unsold, 300 bush. 

Wheat, at $1.15, $345; 500 bush. Oats, at 65)^, $325. 



Uesijlts. — Capital, beginning, $5450. Net gain $160. Capital, closing, $5610. 

* Tlie space allotted to the accounts covers not only the transactions of the set proper, 
but gives room also for the closing of the accounts, bringing down the balances, and con- 
tinuing the business as suggested in the continued transactions. This having been done to 
make an entry of the continued investment. 
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Set II. — J. J. ANDERSON, SOLE PROPRIETOR. 



Characteristics.— Buying and Belling groceries for cash. Beginning with net capital;, 
producing loss^ and closing with decreased capital. 



Names of accounts usecl, with number of lines required for ea^ch — Proprietor,, 
(11) ; Cash (19) ; Merchandise (19) ; Expense (8) ; Loss & Gain (10). 



Brooklyn f Jauuar\f lii^ 18 — . Investment, cash, ^^^^^. 

10 » Bought of Acker, Merrall & Co. for cash, 31 hhds. Molasses, 4000 gals. 

at 80<?^, $3200. 
17' Sold H. M Gardner for cash, 11 hhds. Molasses, 1335 gals., at 85«^,. 

$1134.75. 
18. Sold H. W. Beecher for cash, 15 hhds. Molasses, 1995 gals., at 75^ 

$U96.e5. 

20. Sold R. Harper for cash, 5 hhds. Molasses, 670 gals, at 75f, $502,50. 

21. Paid current expenses in cash, $150. 



Results. — Capital at beginning, $6000. Net loss, $216.50. Capital at closing; 

$5783.50. 



Set II. — CONTINUED. 



Characteristics.— ConUnvLiDf^ the grocery busincBS, under the same accounts, by adding^ 
new articles. Buying and selling for cash and on credit. Compromising with a creditor^ 
The business resulting in a loss, which the proprietor makes good by an equal investment. 

« 

Names of additional accounts, with number of lines reqywred for ea/'h — 
Acker, Merrall & Co. (4) ; D. T. Ames (4) ; Park & Tilf ord (4) ; W. H. 
Patrick (4); Bills Payable (4). 



Brooklyn^ February Jf , 18 — . Bought of Acker, Merrall & Co. 
on 30 ds. credit, 10 hhds. Muscovado Sugar, 15500 lbs., at 9i^, $14.72.50 ; 
20 chests Young Hyson Tea, 1350 lbs., at 53^?^, $662.50 - $2135. 

10. Paid cash for store rent in advance, $75. Sold D. T. Ames on 

10 ds, credit, 4 chests Tea, 250 lbs., at 57/, $142.50. 

15. Bought of Park & Tilford on 30 ds. credit, 5 hhds. Porto Rioo 

Molasses, 653 gals., at 47/, $306.91. Sold J. M. Frazier for cash, 2 chests 

Tea, 130 lbs., at 59^;, $76.70. 

20. Sold W. H. Patrick on 10 ds. credit, 1 hhd. Molasses, 110 gals., at 

50'', $55; 2 chests Tea, 12^ )bs , at 60^*, $77.40 = $132.40. Bought of 

G. W. Michael for cash. 10 mats Java Coffee, 500 lbs., at 9/, $45. Sold* 

C. N. Crandle for cash. 4 mats Java Coffee, 200 lbs., at lOJ^, $21. 

Received cash of D. T. Ames, in full of his account, $ 
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?^T. Sold J. W. Swank for cash, 50 Jbs. Coffee, at W, $6; 1 lihd. 

IVIolasses, 125 gals , at 50/, $62.50 = $ Accepted Park & Til- 

:ford's draft at 20 ds., favor of A. C. Lobeck, for amount of our debt, f 

2S. Paid cash for services, $75. W. H. Patrick has settled with 

his creditors at 50 cents on the dollar ; and in accordance with that arrange- 
meuts pays us cash for one-half his indebtedness of $132.40. Cash received, 

$6G,fW : loss incurred, $66.20. Sold H. A. Spencer for cash, 5 hhds. 

Sugar, 7800 lbs., at S^f, $643.50. Paid Acker, Merrall & Co. cash in 

full of their %, $ Have remaining unsold, 5 hhds. Sugar, 

7700 lbs., at 9^, $693; 12 chests Tea, 740 lbs., at 50;-, $370; 4 hhds. 
Molasses, 540 gals., at 40^, $216 ; 5 mats Coffee, 250 Ibe., at l\f, $18.75^ 
Total, $ 

Received from proprietor cash, to make good the loss incurred during the 
1[)usiness, $ .* 

Eesults at Closing. — i2€«^wrc6«— Cash, $4792.66 ; Merchandise, $1297,75. 
Li(MLUie%--'^\\S!A Payable, $306.91 ; Capital, $5783.50. 



Set III. -JAMES SANFORD, PROPRIETOR. 



Characteristics.— Bixymg and selling Dry Goods for cash and on personal account. 
<6eginnmg without capital, realizing a gain, and closing with net resources resulting ft-om 
gain, which forms capital for continuing the husiness. Part of the merchandise remaining 
unBold. 

J^ames of accounts used, with number of lines for each — Proprietor (7) ; Mer- 
chandise (17) ; Cash (16) ; H. B. Claflin (6) ; C. A. Walworth (5) 
A. T. Stewart (6) ; J. C. Bryant (5) ; Expense (6) ; H. P. Perrin (5) ; 
Loss & Gain (9). 

Albany^ February 1, IS — . Bought of H. B. Claflin, New York, on 
four months' credit, 5 cases, 8310 yds. Wamsutta Muslin, at 31^, 
$2576.10. 

2. Sold James Shepard for cash, 1 case, 1710 yds. Wamsutta Muslin, at 

34f , $581.40. 

3. Sold C. A. Walworth on account, 2 cases, 3250 yds. Wamsutta Muslin, 

at 35<^', $1137.50. 

4. Bought of A. T. Stewart & Co., New York, on 3 months' credit, 6 cases 

8556 yds. Amoskeag Prints, at 23<2^, $1967.88. 

5. Sold J. C. Bryant on account, 2 cases, 2816 yds. Amoskeag Prints, rt 

25^'-, $704. 
7. Sold li. L. Williams for cash, 2 cases, 3350 yds. Wamsutta Muslin, at 
3dy, 01122.25. 



* Thi8 amount can he supplied hy the student after ascertaining the loss. Then the 
«ntry should be mado* 
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8, Paid expenses in cash, $175. 

9* Sold H. P. Pemn on account, 2 cases, 2794 yds. Amoskeag Prints, at 

36^, $7S6,U' 
Bemaining unsold.— 2&46 yds. Amoskeag Prints, at 23^, $677.58. 



Results. — Capital at beginning, nothing. Net gain, $230.19. Capital at dos- 
ing, $230.19. Eesourees^Cash, $15£8.65 ; Merchandise, ^67/. 55 ; 
C. A. Walworth, $1137.50; J. C. Bryant, $704; H. P. Perrin, 
$726. U' Liabilities — B.. B. Claflin, $2576.10 ; A. T. Stewart,. 
$1967.88; Capital, ^:^J(?.i9. 



Set III. — CONTINUED. 



Char(MAerUtic8.—Coii\^ximng the Dry Groods ba^inese under the same accounts. Liqui- 
dating personal accoonts and bills, payable and receivable, before due, with interest allow- 
ances. Closing out the business. Incurring a loss, thereby decreasing the capitaL 

Names of additional accounts, with number of lines required for ea^li — Bills- 
Payable (6) ; Bills Receivable (7) ; Interest (7). 



Albany^ Fehrnmry 10^ IS — . Accepted H. B. Claflin's draft at 

3 months, favor of C. C. Curties, for $1500. Bought of A. T. Stewart 

& Co. on 30 ds. time, 5 cases, 6800 yds. Am. Fancy Prints, at 10|^, $714- 

12 n Sold A. L. Wyman for cash, 20 pes., 710 yds. Fancy Prints, at 11|^, 

$81.65. Sold J. J. Souder, on his note at 30 ds., 1492 yds. Amoskeag^ 

Prints, at 25^, $373. 

15, Received of C. A. Walworth in settlement of his account, his note, our 

favor, at 30 ds., f Drew 10 ds. draft on H. P. Perrin, favor of 

A. T. Stewart & Co., for amount of Perrin's indebtedness, and remitted the- 
same to A. T. Stewart & Co. to apply on our account, $ 

20. Sold W. M. Carpenter for cash, 315 yds. Fancy Prints, at ll^fi^, 

$36.22. - Sold T. B. Stowell, on his note at 30 days, our entire stock of 

goods, viz.: 1454 yds. Amoskeag Prints, at 21/^, $305.34 ; 5775 yds. Am. Fancy 

Prints, at 10^, $577.50 = $882.84. Paid cash for current expenses U 

date, $75.18. 

25. Settled with H. B. Claflin, giving him in full payment T. B. 

Stowell's note, $882.84. Cash, $ 174. 74 / discount allowed, $18.52 * == $ 

Received cash of J. C. Bryant in full of his account, $ 

Received cash in full of Walworth's note of $1137.50, less discount on same 
for unexpired time, $4.35.\ Received cash in full of J. J. Souder*8: 

♦ This account is paid before it is due by equation, and hence we are entitled to the 
discount for the unexpired time, which is assumed to be $18.58. Debit Claflin %1076:10 ;■ 
CredU Bms Receivable $882.8U; Cash, %l7k.7k; Interest, %18.5fi. 

t Debit Cash and Interest ; CredU Bills Receivable. 
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note of fS7S; less discount for 20 ds., Sl£4* Paid cash for our ac- 
ceptance of Feb. 10, favor of C. C. Curtiss, $1500 ; less discount for 77 days, 

$19.25,\ Paid cash to A. T. Stewart & Co. in full account, being 

allowed discount for unexpired time, $ Balance of acoount, $lifod,44. 

Discount allowed, $23.03, % 

Besults. — Capital at beginning, $230.19, Lo89, $37. 84. Capital at closing^ 

$192.35. 



Set IV. — STUDENT, PROPRIETORJ 



Characteristics. — "DeBiWng in Farniture. Baying and selling for caeh and on credlL 
Beginning with net capital ; incnrring a loss in excess of capital, and closing insolveni. 

Names of accounts vMd, with number of lines required for eajch.\ — Student (6) ; 
Cash (17); Bills Keceivable (8); Merchandise (18); Expense (7); 
A. W. Smith (8) ; Bills Payable (5) ; De Graaf & Taylor (6) ; Loss & 
Gain (11) ; Student (7) ; J. M. Phillips (7) ; Interest (8) ; Str. Queen 
of the West (5). 

Buffalo^ March 1. 18 — . Proprietor invests in cash, $1500; 
promissory note for $2000^ signed by Warren P. Spencer, in favor of A. M. 
Clapp, dated March 1, inst., to run three months, with interest ; stock of 
Farniture, valued at $15000; total iDYe^tment, $18500. He owes on note, 
favor J. Brown & Co., dated Jan. 27, last, at 30 ds., and due this day, but 
allowed to run on interest, $12000 ; also to Degraaf & Taylor, on account, 
^55^^— Total liabilities, $15500. 

2. Sold Millard Fillmore, on his note at 3 months, 1 set Enameled Furni- 
ture, |7o ; 1 do. Black Walnut (oiled) $276 ; 1 Caived Rosewocd Bureau, 
|100 = $460. 

H, Sold James Truman for cash, 1 Mahogany Settee, $45; 6 Parlor 
Chairs, at $6, |36 ; 1 Rosewood Tete-a-Tete, $75 ; 1 Black Walnut Library 
Bookcase, $80— Total, $236. 

4. Paid workmen cash, $175. Sold A. W. Smith on account, 1 

Black Walnut French Bedstead, $50 ; 1 Extension Dining Table, $25 ; 1 
Enameled Bedroom suit, $85 = $160. 

5, Sold J. H. Goldsmith, on his note at 60 ds.. 6 Gothic chairs, at $7, ^42 1 
1 Black Walnut Dressing Bureau, $55 ; 1 French Mantel Clock. $75 ; 6 Rose- 
wood and Brocatelle Parlor Chairs, at $10, $60— Total, $2S2. 

* Debit Cash and Interest ; Credit Bills Receivable. 

t Debit Bills Payable ; Credit Cash and Interest. 

t Debit A. T. Stewart & Co. ; Credit Caf^h and Interest 

I Use student's name. 

I Including Sets IV and V. 
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f>. Received cash of A. W. Smith on account, $75. Sold Geo. T. 

Smythe for cash, 12 Dining Chairs, at $3, $36 ; 1 Black Walnut Child's Crib, 
$15 ; 1 Ornamental ^agere, $45 = $90. 

7. Paid cash for rent, $1S5. 

Merchandise remaining unsold, $10000. 



Results. — Net. capital at commencing, $3000. Net loss, $41£6. Deficiency at 
dosing, $1W6. 



Set v. — STUDENT AND J. M. PHILLIPS, PROPRIETORS. 



Chara^ieristict. —A^mitimg a partner and cootinning the same bnsiiiesB. Consideration 
of interest and other sources of profit and IOS0. Interest allowed on net capital and charged 
on deficiency. Beginning with net capital (fhmished by incoming partner) and closing with 
net gain more than sufficient to offset loss in previous set, giving to each partner a net 
capital at closing. 

Buffalo f Apnil 1, 18 — . Student and J. M. Philli]>B enter into 
copartnership, equal in gains and losses, to continue the Furniture business 
of Student, as represented in previous set. J. M. Phillips to invest $10000 
cash, each partner to be allowed interest on his net investment, or charged 
with interest on his net deficiency. Student's resources invested (as per state- 
ment^): Cash, $ Bills Receivable, $ ; Merchandise, f 
A. W. Smith's indebtedness, .^^ Student's liabilities assumed by firm : 
Bills Payable, $ ; Degraaf & Taylor, $ 

J. M. Phillips invests cash, $10000. 

?. Received cash for W. P. Spencer's note of March 1, and interest thereon 
to date. Face of note, $2000 ; Interest for 33 ds. at 7%, $12.^. 

»?. Sold Steamer Queen of the West on account, 6 Rosewood Tete-a-Tetes, 
at $40, $240; 30 do. Arm Chairs, at $10, $300 ; 3 "Sleepy Hollow" Chairs, at 
$50, $150; 1 Carved Rosewood Centre Table, $75— 'I'otal, $7G5. 

4. Sold Sherwood & Co., Chicago, for cash, 10 Enameled Bed Room Suits. 
at $75, $750 ; 12 Parlor do., at $150, $1800 ; 20 Carved Black Walnut Bureaus, 
at $45, $900— Total, $3U0. Paid Degraaf & Taylor cash in full of account, 

.>, Sold W. M. Carpenter, St. Louis, for cash, 6 Black Walnut Book Cases, 
at $60, $360; 10 Rosewood Parlor Suits, at $300, $3000; 10 Enameled Bed 
Room Suits, at $7a, $750— Total, $4110. 

ii. Bought of Degraaf & Taylor, New York, on account, assortment of 

Furniture, amounting, per invoice, to $7579. Paid cash for insurance on 

building and contents, $175 ; Paid workmen cash, $219 — Total, f 



♦ See Set IV. 
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S, Sold Munroe & Co., Detroit, for cash, 4 Bed Room Suits, at $62.50. 
$250 ; 5 Rosewood and Brocatelle Parlor Suits, at $250, $1250— Total, S15uO, 

U. Sold J. A. Wheeler & Co., Cleveland, on their note at 60 ds., 12 Black 
Walnut Parlor Suits, at $175, $2100 ; 12 Best Curled Hair Mattresses, at $30, 
$360 ; 20 Kettle's Patent Spring Beds, at $60, $1200 ; 4 Carved Rosewood 
Secretaries, at $125, $500— Total, $4160. 

1 0, Received cash in full for Millard Fillmore's note, with interest, of 
March 2 ; Face of note, $450; Interest for 39 ds. at 7% , ^.^.^i- Total, ^— _-. 

11, Received cash of A. W. Smith, to balance account, $ 

12, Paid cash for our note and interest, due March 1 ; Face of note, 

412000 ; Interest for 43 ds. at 7%, $100,33— To\a\ $12100.33, J. M. 

Phillips's credit interest on net investment, $10000, for 11 ds., at 7%, is 
421,39. Student's debit interest on net deficiency, $1126, for 11 ds., at 

7%, is^;^.^i. 

Merchandise remaining unsold, $8750, 



^ts&ttuy:^.— Student* s deficiency at eommeneing, $11B6. J, M, PhiUMps^s capital 
at comvnenxiing, $10000. Net gain, $4658.54, Studenfs one-half, 
$2329S7. J. M. Phillips's do., $2329.27. Student's net ca/pital ai 
dosing, $1200.86. J. M. PhiUi/pt^s do,, $12350.66, 



Set VI. — JAMES HAMLIN AND ROBERT MCGREGOR, PROPRIETORS. 



Ckaracteristics.—'De&Wng!: in Groceries, for cash and on credit. 8hipping, to be sold on 
shipper's account. Beginning with unequal capital; rMllsing a gain, which is divided 
according to average capital. 

Accounts used, with number of lines for 6acA— James Hamlin (6) ; Robert 
McGregor (6) ; Cash (10) ; Merchandise (11) ; Store and Fixtures (5) ; 
Bills Payable (5) ; Shipment to Col ambus, No. 1 (6) ; Shipment to 
Columbus, No. 2 (6) ; Carter & Hawley (6) ; Shipm't to Wheeling (5) ; 
Sanford & White (6) ; Expense (6) ; Interest (5) ; Bills Receivable (5) ; 
Loss & Gain (8). 

Cincinnati f January 1, 18 — . The partners in this business are 
James Hamlin and Robert McGregor: the style of the firm is J. Hamlin & 
Co. Gains and Losses to be divided in proportion to investment. 

James Hamlin invests, Cash, $5000 ; Merchandise as follows : 10 hhds. 
Sugar, 15250 lbs., at W, $1830; 20 hf. chests Oolong Tea, 979 lbs., at $1.^>0, 
$1272.70 ; 7 brls. Currants, 1972 lbs., at Vtf, $335.24— Total, ;^3437.94, Total 
investment, $8437.94. 

Robert McGregor invests, Cash, $10000 ; Store and Fixtures, $S000~^ 
Total Investment, $18000. 
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2. Bought of Johnson & Co., on our note at 10 ds., 100 boxes Cheese, 2980 
lbs., at 17«^, $506.63; SOiega Ohio Butter. 1494 lbs., at %\f, $463. 14— Total, 

3. Shipped Sanford & White, Columbus, O., to be sold on our account and 
risk, 7 hhds. Sugar, 11192 lbs., at 12^, $ 

4:. Sold for cash, 1 brl. Currants, 250 lbs., at 23<, $57.50; 30 boxes 
Cheese, 889 lbs., at 20^, $177.80— Total, $ 

«^. Shipped Sanford & White, Columbus, to be sold on our account and 
risk, 6 bris. Currants, 1722 lbs., at 17^, $292,1 J^. 

7. Sold Carter & Hawley on account, 5 hf. chests Oolpng Tea, 247 lbs., at 
$1.50, $ 

10. Bought of Simpson & Co., 15 brls. Mess Pork, at $19.75, $296.25 ; 
25 brls. Western Beef Hams, at $29, $725— Total, $ Gave in pay- 
ment our draft at 10 ds. on Carter & Hawley for $370.50. Cash for 
balance,^ . 

1 1, Shipped Brown & Co., Wheeling, W. Va., to be sold on our account 
and risk, 10 brls Mess Pork, valued at $20, $200 ; 20 brls. Western Beef 
Hams, at $30, $600— Total, $ 

15. Received of Sanford & White, an Account Sales of the sugar sent 
them on the 3d inst. The net proceeds, which have been entered to our 
credit as due on the 12th, amount to $1575. (Shipm't to Columbus, No. 1.) 

IS. Paid cash for sundry items of expense, $75; Paid cash to James 
Hamlin, on private account, $200 — Total, ^ 

20. Paid cash for our note and interest, favor of Johnson & Co., due on 
the 15th ; Face of note, $969. 74 ; Interest, $0.S1 ; Amount paid, $ 

25. Received Account Sales of the Currants shipped Sanford & White, 
Columbus, on the 5th inst. (Shipm't to Columbus, No. 2.) Our net proceeds, 
due the 19th, amount to $375. 

26. Bought of J. D. Hinde & Co., 20 hf. chests Young Hyson Tea, 978 
lbs., at $1.50, $1467. Gave in payment our sight draft on Sanford & White 
for $1000; Cash for balance, $ 

27. Sold Seymour & Co., on their note at 30 ds., 10 hf. chests Young 
Hyson Tea, 503 lbs., at $1.75, f 

SO. Paid salaries to date in cash, $150. 

Resources not shown on Ledger. — Mdse.—S hhds., 4058 Iba. Sugar, 
at 12^, $486.96 ; 15 hf chests Oolong Tea, 732 lbs., at $1.30, $951.00 ; 10 hf. 
chests Young Hyson Tea, 475 lbs., at $1.50, .^712. 50 ; 70 boxes Cheese, 
2091 lbs., at n^. $355.47 ; 20 kegs Butter, 1494 lbs., at Slf', $463.14 ; 5 brls. 
Mess Pork, at $20, $100 ; 5 brls Beef Hams, at $30, $150— Total, $3219.67. 

Store and Fixtures, $8000. Shipment to WheAing, valued at cost, $800, 



Results.- 7(9ta^ gain, $338.98. James Hamlin's share, $ Robert 

McOregor's sha/re, $ 
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Set VII.-CHARLES SEYMOUR, PROPRIETOR. 

Characteristics.— This and the succeeding set are intended to illuptrate the principles^ 
«nd practice of a simple Commission, in connection with a general Merchandise business i 
is ulso, to some extent, the giving and receiving of notes, drawing and accepting drafts, witli 
dllovvance of interest and discount ; keeping a Bank account in the Ledger, drawing and 
receiving checks, etc., etc. This set illustrates the business of a single proprietor, closing 
with a net loss, and arranging to admit a partner for a continuance of the business, in Set 8. 
Ample material will be afforded for the rendering of Accounts Sales, Accounts Current, Bills, 
of Purchase, etc. The notes, drafts, and checks embraced in the business should be care- 
fully written out by the student. 

Accounts used, with number of lines far eacJi (if kept in connection with the 
succeeding set) — Charles Seymour (9); Cash (23); Furniture (6);. 
Expense (7) ; Rent (9) ; Insurance (9) ; First National Bank (28) ; 
Bills Payable (9); Merchandise (13); Thompson & Hayes' Sales, 
No. 1 (6); J. L. Hunt (6); Thompson & Hayes' Sales, No. 2 (6); 
Bills Receivable (8); Charges (11); Commission (11); Thompson & 
Hayes (10) ; Wheeler's Sales, No. 1 (6) ; Thompson & Hayes' Sales, 
No. 3 (6) ; E. G. Folsom (5) ; Wheeler's Sales, No. 2 (6) ; Thompson & 
Hayes' Sales, No. 4 (6) ; Interest (9) ; Loss & Gain (15) ; Leonard 
Hall (6) ; J. R. Wheeler (6) ; James Doolittle (5) ; Good Will (5). 



Nifn York, May 1, 18 — . The proprietor, Charles Seymour, 

Invests in cash, $5000. Paid cash for office furniture, $360; and for 

books and stationery, $50— ToteX, $400. 

2. Deposited in First National Bank, $4000, 

3. Bought of C. Loutrel & Co., on our acceptance at 10 ds. their favor, 
50 brls. St. Louis Extra Flour, at $13.50, $675 ; 100 do. State Superfine Flour, 
at $8.25, $825-Total, $ 

4. Paid for three months' rent, in advance, ♦per check, $S75. 

Received from Thompson & Hayes, Chicago, to be sold on their account and 
risk, 100 brls. Western Extra Flour ; Paid freight and drayage on same, per 
check, $213.50. 

/>. Sold for cash, from Thompson & Hayes' Sales, No. 1, 50 brls. Flour, at 

$11.40, S Sold J. L. Hunt on account, 75 brls. State Superfine 

Flour, at .$9.00, ^ 

O, Took out open policy of insurance on warehouse and contents for 

030000, at f ^ ; Paid premium per check, $225. Sold for cash, 25 brls. 

St. Louis Extra Flour, at $14, $350 ; 25 do. State Superfine Flour, at $9, $225- 
—Total, $575. Deposited in Bank, $1000. 

5. Received from Thompson & Hayes, Chicago, their second consignment, 
consisting of 100 brls. New Mess Pork; Paid freight and drayage on same, 
per check, $247.50. Sold D. B. Ivison, on his note at 30 ds., from Thompson 
& Hayes* Sales No. 1, 50 brls. Flour, at $11.50. $575. 

U. Rendered Thompson & Hayes' Account Sales of Flour, represented 
in •• Sales No. 1." Our charges on same are a« follows: Storage, insurance^ 
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<X)opera^, etc., $21.A3 ;* Commission 2^% on sales, $28.62 ; Thompson & 
Hayes' net proceeds, ^^^i. .^5— Total debit to Sales No. 1, $9SL50.f 

10. Sold T. R. Browne from T. & H.'s Sales No. 2, 75 brls. Pork, at $20 ; 
$1500; Received in payment sight draft on W. H. docker & Co. for |800 ; 
Oash, $7004 Deposited in Bank, %S^0O0. 

11. Accepted Thompson h Hayes* draft on us at 10 ds. sight, favor of 
H. B. Bryant, for $500. 

12. Received from J. R. Wheeler, BuffiJo, to be sold on his account and 
risk, 1000 bush. White Genesee Wheat. Paid freight and drayage, per check, 
4175. 

13. Sold from Wheeler's Sales No. 1, for cash, 500 bush. Wheat, at $3.25, 
$16^5, 

14-, Received from Thompson & Hayes, Chicago, their third consign- 
ment, consisting of 500 bush. Rye ; 300 do. Oats ; Paid freight and drayage, 
per check, $180. 

15. Sold from T. & H.'s Sales No. 2, to E. G. Folsom, on account, 25 brls. 
Pork, at $21, $525. 

10. Closed Thompson & Hayes' Sales No. 2, and rendered Account Sales 
of same. Our charges for storage, cooperage, etc., $19.78 ; Commlsedon, 24 % 
on sales, $50.62 ; Thompson & Hayes' net proceeds, ^27^7. iO— Total debit to 
Sales No. 2, $1777.50. 

17. Received from J. R. Wheeler, Buffalo, his second consignment, con- 
sisting of 2000 bush. Canadian Club Wheat ; Piud freight and drayage, per 
check, $325. 

IS. Sold J. L. Hunt on account, from T. & H.'s Sales No. 3, 500 busK 

Rye. at $1.40, $700. Bought of J. & A. Manning, on our note at 30 ds., 

400 bush. Timothy Seed, at $3, $ 

20. Received from Thompson &; Hayes, Chicago, their fourth consign- 
ment, consisting of 200 brls. Western Extra Flour ; Paid freight and drayage, 
per check, $425. Deposited in Bank, $1000, 

21. Paid our acceptance favor of C. Loutrel & Co., due the 16th, per check ; 
Face of acceptance, $1500 ; Interest on same, 6 days, $1.4^; Amount paid, 

■$1501.46. Also, discounted our note favor of J. & A. Manning, for 

41200, due June 20. Discount off, 30 ds., $7. Net amount paid, per clicck, 

41193. 

* A general ''" Charges ^^ account is sufficient to represent the returns from all charges 
■except our commission, which requires a separate account. 

t The teacher should explain the nature of this debit, and the object In dosing vp the 
separate ** Sales " accounts as soon as the property is disposed of. The " Account Sales " 
should be made out in proper form by the student. See model, page 88w 

t The only distinction between a sight draft and a check Is that the former is drawn 
vpon an individual, and the latter on a bank. Both being payable upon presentment, are 
considered the same as cash. As this draft will be deposited in our bank for collection, we 
«hall reckon it as cash at once. 
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'j:i. Received of J. L. Hant, cash in full of account, S 

^4, Paid our acceptance favor of H. B. Bryant, due this day, por check, 

$500. Deposited in Bank, $1875. 

30. The proprietor admits as a partner in the business, Leonard Hall, 

who is to make a cash investment equal to the present net worth, the business. 

to be continued under the firm name of Sejonour & Co. — each partner to giver 

his time to the business, and the losses and gains to be divided equally. 



Resoxjbces not shown on JjKDQER* ^ Merchandlsey 25 brls. St. Louis 
Extra Flour, at $13.50, $337.50; 400 bush. Timothy Seed, at $2.75, $1100— 
Total, $1437.50. Bent, 2 months' paid in advance, $^50. Insurance, 11 
months' unexpired policy, $206^.S5. Furniture^ valued at $350. 

Net Loss, $ 



Set VIII. -CHARLES SEYMOUR AND LEONARD HALL, PROPRIETORS. 



CJiaraaeri8tiiC8.—T\i\» is a continuation of the business of Set 7, under a new pro- 
prietorflhip ; the business to be conducted precisely as in the previous set. The new 
partner, Leonard Hall, invests ca&h equal to the net investment of the former proprietor, 
which is shown in his account after carrying to it the loss of the previous business. The- 
same Ledger accounts, with balances brought down, are used. 

Netv Yorkf June i, 18 — .—Leonard Hall invests cash, $ 
Deposited in Bank, $4000. 

:i. Sold James Butler, on his acceptance at 10 ds., from Wheeler's Sales^ 

^'o. 1, 500 bush. Wheat, at $3.40, $1700. Closed Wheeler's Sales, Na 

1, and rendered him an account of the same. Our charges for storage, insur- 
ance, etc., $ZS.91; Commission, $83.12. J. K. Wheeler's net proceeds,. 
$3043.97— lQ\»y debit to Sales Account, $3150. 

4. Bought of Lathrop & Co., 8 hhds. Muscovado Sugar, 13850 lbs., at lOJ^, 
$1454.^5. Paid them our sight draft on E. G. Folsom, for amount of his 
account, $ ; Check for balance, $ . 

,5. Paid, per check, Thompson & Hayes' draft on us for $1500. 

7. Sold J. Timmons, on his note at 80 ds., 4 hhds. Muscovado Sugar, 
6930 lbs., at \\f, $762.30. 

8. Sold for cash. 25 brls. St. Louis Extra Flour, at $15, $375. 

Paid cash for postage and revenue stamps, $10. 

* Among the open Ledger accounts are Wheeler^s Sales, No. 1, Thompson & Hayes^ 
Sales, No. 8, Wheeler's Sales, No. 2, and Thompson & Hayes' Sales, No. 4 ; the former two 
of which show an excess of the credit side, and the latter two an excess of the debit side. 
As the business for which these accounts were opened is not concluded, they are treated in 
this statement precisely like personal accounts, waiving our immature claims for chargea 
and commission. 
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lih Received cash in full for D. B. Ivison's note of May 8, due this da, 
4 Deposited cash, $900, 

12. Sold for cash, 400 bush. Timothy Seed, at $3.50, $1400. 

15, Sold for cash, from Thompson & Hayes* Sales, No. 3, 800 bush. OatJi 

at 65/', $195. Closed T. & H.'s Sales, No. 3, and rendered an account o 

the same; our charges for storage, insurance, etc., amount to $13.81 ; out 
commission, $SS.37. Thompson & Hayes' net proceeds, ^67.^. 75— Total debit 
to Sales Account, $715. 

10. Paid J. R, Wheeler's sight draft on us, favor First National Bank, 
per check, $.f500. 

18. Sold James Doolittle on account, from Wheeler's Sales, No. 2, 1500 
bush. Canadian Club Wheat, at $2.35, $3525 ; also from Thompson & Hayes' 
Sales, No. 4, 200 brls. Flour, at $11.35, #f^7^?— Total, $5795. 

19. Closed Thompson & Hayes' Sales, No. 4, and rendered account of the 
«ame. Our charges for storage, cooperage, etc., $24.59; our commission, at 
2jt%, $56.75. Thompson & Hayes' net proceeds, $1763.66. Total debit to 
Sales Account, $1845. 

20. Sold for cash, from Wheeler's Sales, No. 2, 500 bush. Canadian Club 
Wheat, at $2.40, $1200. 

21. Closed Wheeler's Sales, No. 2, and rendered account of the same. 
Our charges for storage, insurance, etc., $23.17. Commission, 2^%, $118.12. 
J. R. Wheeler's net proceeds, $4258.71. Total debit to Sales Account, $4400. 

24. Received cash in full for James Butler's acceptance of the 3d inst. ; 
Face of acceptance, $1700 ; Interest on same, 8 days, $2.64 ; Amount received. 
$1702.64. 

25. Received cash, less discount, for J. Timmons' note of the 7th inst., 
due July 10. Face of note, $762.30 ; Discount, $2.22 ; Net amount received, 
.$760.08. Deposited in Bank, $4500. 

27. Received of Jas. Doolittle, check in full of his account, $ 

Deposited in Bank, $6000. 

28. We have this day arranged with Lathrop & Moore, for the sale to 
them of our entire business, including Furniture, Lease, Good Will, etc.; 
possession to be given July 1. Received their note at 3 months, for the fol- 
lowing considerations and amount : Four years and ten months' lease of store, 
together with one month's prepaid rent, $2000; Ten months' unexpired 
Policy on $30000, Store and Contents, $187.50 ; Furniture, $300; Good Will, 
^^^^O—Total, $4487.50. 

29. Accepted J. R. Wheeler's draft at 10 ds., favor of Thos. Shields, for 

balance of his account, $ Sold for cash, 4 hhda. Muscovado 

Sugar, 6920 lbs., at 12^, $830.40. Paid Thompson & Hayes' si^ht draft, 

per check, for balance of their account, $ 

SO. Deposited in Bank, $2712.86. 



Besult.— TotoZ net gam, $4512.52 ; 8eymov/r^s dime, $ ; HaUs do.. 



CHAPTER IV. 
TEST EXERCISES AND FORMS. 



SYNTHESIS. 
Journalize the foUoioing tramacHons : 

1. Bought merchandise for $1295.75 ; Paid cash $795.75, and accepted 
thirty days' draft for balance. 

2. Sold merchandise to S. R. Eaton for $700 ; on which he paid $300 
cash, leaving balance to remain on account. 

[Record the above by two methods ; first in one entry, and next in tiw entries.] 

3. Sold F. E. Rogers merchandise for $500, for which he agrees, within 
ten days, to give his note with a good endorser. 

d. Received the note, instanced in the above transaction. 

S. Received $500 cash on loan for six months, giving in exchange our 
note for the time witli interest added at the rate of 6 per cent per annum, 

f>. Had our note for $700 discounted for three months, receiving the pro. 
•ceeds in cash ; the abatement being the interest on the face of the note for 
three months and three days. 

7. Stuart & Co., who owe us $1975, have compromised with their credi- 
tors at 75 cents on the dollar, and pay us that proportion of our account 
in cash. 

8m G. a. Gaskell holds our note for $1000, on which has accumulated 
^75 interest ; we pay the interest in cash, and give them a uew note of the 
same amomnt. 

,9. W. E. Drake holds our note for $500, on which is due $87.50 interest ; 
we pay the interest and one-half the note in cash. 

10, We hold a note of $700 against Stewart & Hammond, due to-day, 
with interest at 6 per cent per annvm for 93 days ; they pay the interest and 
$300 of the note in cash, issuing a new note for the balance. 

11, J. D. Odell owes us $750, which has been due three months ; he 
pays us cash $100, and gives his note for balance, including three months' 
interest on the amount, at 6 per cent, per annum. 
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12, T. B. Stowell sells for us on commission, merchandise for $1S00» 
paying as cash, less his commission at 2| per cent on the amount of the sale. 

[Record the above in ttoo separate entries ; also in one entry complete, keeping a Com- 
mission account. Also make the entry in the two forms, omitting Commission account] 

l»i* G. Barker, a^inst whom we hold a note for $300, with accumulated 
'merest of $17, permits the note to go to protest, we paying the protest feea. 
.$1.75} in cash. 

[The question may arise as to whether the expense or protest should he added to the^ 
note or charged to the maker separately. It may be well to make the entry in different 
ways : 1. By increasing Bills Receivable in the amount of the protest ; 2. By charging the 
protest fee to personal account; 3. By tranferring the entire indebtedness to personal 
account, thus recognizing a dishonored note as simply a collateral. In view of the trans- 
action which follows, these three forms of entry will afford an instructive variety.] 

14, We have compromised with C. Barker for the above indebtedness^ 
receiving in full payment of the same $100 cash. 

15, Paid cash for insurance on $10000 of merchandise in store, at ^ of 
I per cent, 

10, The merchandise, insured as above, has been consumed, and we 
receive the full amount of insurance in cash. 

17* F. C. Woodbury is charged on our books $750; the account has. 
been standing three months. We accept in payment his note for the debt 
and interest added for the time, at 6 per cent per annum, 

18, In settlement of our account against Isaac Smith at a previous dat**, 
we made an abatement in his favor of $112.50. He now pays us the amount 
in cash. 

19, In payment of Samuel Parker's account against us of $475, w& 
draw upon our debtors Jones and Smiley. 

20, Our profits during the past year, as shown in the Loss & Gain 
account, amount to $15075, which is to be divided between the partners as 
follows : John Robb, J ; Thomas Sims, f . 



ANALYSIS. 

Write out in due form the transactions which would produce the f6Uauing> 
Jov,mal entries : 

Debits, Credits. 
1 

Merchandise $300 Cash $300 

2 



Merchandise 750 Bills Payable 750 
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Merchandise 175 



Merchandise 250 



Cash 



110 



5 



6 



Cash 



300 



Cash 



425 



8 



Cash - 
Interest 



473 

27 



interest 



87.50 



10 



Cash - - - 
Loss & Gain 



175 
25 



11 



Cash .... 
Interest - - - 
Bills Receivable 



143 

57 

400 



12 



A. C. Lobeck . . - - 


- . 175 


J.N.Kimball - - - . 
Cash 


- - 100 

- - 150 


Merchandise ... 


. - 110 


Bills Receivable . - 


- - 300 


Bills Receivable - - 
Interest 


- - 400 
. - 25 


Bills Payable - - . 


- - 500 


Bills Receivable - . 


- - 600 


James Magoon - . • 


. - 200 


Mott&Co. ... - 


. - 600 



Government Bonds 
Interest ... - 
Premium - - - 



. 5000 

- 17.50 

- 800 



Cash 5317.50 



13 



Bills Payable 



500 



Merchandise 200 

Cash 297.60 

Interest 2.50 



Merchandise 2000 

Bank Stock 2000 



14 



Cash - - - 
Bills Payable 



1500 
2600 



16 



Cnh 



1276 



Hoirard's Bales 



- 1275 



80 
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10 



James Parton 2150 Sliipment to Buffalo - - - 2150 

17 



Sliipment to Boston - - - 1405 Merchandise 1275 

Cash 130 

^ 18 



Rowe's Sales - - - , - 18.75 Cash 
19 



18.75 



Bills Receivable .... 1500 Cash - - - 

Interest 75 Loss & Gain 



1000 
575 



20 



€«sh 172.50 T. Horton 

Interest 12.50 



185 



21 



Insurance 



75 Cash 
22 



75 



Cash 



175 Rent 
23 



175 



Howard's Sales 



1050 Storage - - • 

Commission 
James Howard 



- 15 

- 1005 



'24- 



Cash 



25 Commission 



2$ 



25 



Cash 300 Hertz & Co. 950 

Bills Payable 400 

Interest 17.50 

Loss & Gain 282.50 



26 



Bills Receivable - 



Personal Expenses 



500 Bills Payable 

27 

17.50 Cash - - - 

28 



500 



1750 



Smith (proprietor) 



118 Cash 
29 



118 



Loss & Gain 929 Smith (proprietor) - - - 929 
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30 



Smith (proprietor) - - - 375 Loss & Gain . . . . 375 
SI 



Commission & Serrioes - - 137.50 Cash 137.50 

32 

3ills Receivable ... - 300 John Wood 310 

Interest 10 



33 



Bills Payable 350 C.Mitchell 

Interest 18 



VOUCHERS. 



For complete data for the following pa/pera refer to the tra/MoeUons them- 
^ehes, as indicated in the headings. 

1. PAPERS TO ACCOMPANY SET 1. (Page 64.) 

1. Receipted bill from Merrick & Son to Alan E. Cooper, of 500 brls. 
Flour, at $8. 

2. Receipted bill from Alan E. Cooper to E. Q. Polsom, of 200 brls. 
Tlour, at $9. 

3. Receipted bill from Alan E. Cooper to W. H. Qark, of 300 brls. 
Flour, at $9.25. 



2. PAPERS TO ACCOMPANY SET 1. Continued. (Page 64.) 

J. Bill from James Carter to Alan E. Cooper, of 1000 bush. Wheat, 
At $1.12. Jan. 12. 

2. Bill from James Jewell to Alan E. Cooper, of 1500 bush. Oats, at QOf. 
Jan. 15. 

3m Receipted bill from Alan E. Cooper to Ira Mayhew, of 30 bush. Oats, 
«t 70^ ; 200 bush. Wheat, at |1.25. Jan. 20. 

4. Receipted bill from Alan E. Cooper to W. N. Yerex, of 200 bush, 
Oats, at 75^. Jan. 25. 

5. Bill from Alan E. Cooper to H. C. Spencer, of 500 bush. Wheat, 
«t $1.25. Jan. 25. 

6. Receipted bill from Alan E. Cooper to Frank Goodman, of 500 busk 
Oats, at 75^. Jan. 80. 
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3. PAPERS TO ACCOMPANY SET 2. (Page 66.) 

1. Receipted bill from Acker, Merrall & Co., New York, to J. J. Ander- 
son, of 31 hhds. MolaBses, 4000 gals., at 80^. Jan. 16. 

Af, Receipted bill from J. J. Anderson, Brooklyn, to H. M. Gardner, of 
11 hkds. Molasses, 1335 gals , at 85^. Jan. 17. 

.V. Receipted bill from J. J. Anderson, Brooklyn, to H. W. Beecher, of 
15 hhds. Molasses, 1»95 gals., at 75^. Jan. 18. 

4, Receipted bill for J. J. Anderson, Brooklyn, to R Harper, of 5 hhds. 
Molasses, 070 gaJs., at 75)^. Jan. 20. 



4. PAPERS TO ACCOMPANY SET 2. Continued. (Page 88.) 

1. Bill (30 ds. credit) from Acker, Merrall & Co., New York, to J. J. 
Anderson, of 10 hhds. Muscovado Sugar, 15500 lbs., at OJ^ ; 20 chests Young 
Hyson Tea, 1250 lbs., at 53^. Feb. 1. 

2. Bill from J. J. Anderson to D. T. Ames (10 ds. credit), of 4 chests Young 
Hyson Tea> 250 lbs, at 57/^. Feb. 10. 

3. Bill from Park & Tilford, New York, to J. J. Anderson (30 ds. credit), 
of 5 hhds. Porto Rico Molasses, 653 gals., at ^If. Feb. 15. 

4. Receipted bill from J. J. Anderson, Brooklyn, to J. M. Frazier, of 
2 chests Tea (Young Hyson), 130 lbs., at 59^. Feb. 15. 

5. Bill (10 ds. credit) from J. J. Anderson, Brooklyn, to W. H. Patrick, 
of 1 hhd. Molasses, 110 gals., at 50^ ; 2 chests Young Hyson Tea, 129 lbs., 
at W. Feb. 20. 

C?. Receipted bill from G. W. Michael, New Orleans, to J. J. Anderson, 
of ten mats Java Coffee, 500 lbs., at 9^. Feb. 20. 

7. Receipted bill from J. J. Anderson, Brooklyn, to C. N. Crandle, of 
4 mats Java Coffee, 200 lbs., at \()\^, Feb. 20. 

8. Receipt from J. J. Anderson to D. T. Ames, for cash, in full of his 
account. Feb. 20. 

f>. Receipted bill from J. J. Anderson, Brooklyn, to J. W. Swank, for 
50 lbs. Coffee, at 12)^ ; 1 hhd. Molasses, 125 gals., at W. Feb. 25. 

10. Twenty days' draft drawn by Park & Tilford, New York, Feb. 25, 
on J. J. Anderson, Brooklyn, and accepted by him, favor of A. C. Lobeck. 

1 1. Letter from W. H. Patrick, enclosing his check for $66.20, which 
we had agreed to accept as a compromise in the settlement of his account 
The letter should express a proper appreciation of the favor. Feb. 28. 
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1 ?. Receipted bill from J. J. Anderson, Brooklyn, to H. A. Spencer, of 
5 hhds. Sugar, 7800 lbs., at ^^, Feb. 38. 

IS. Receipt from Acker, Merrall & Co. to J. J. Anderson, for cash, in 
full of %. Feb. 28. 



5. PAPERS TO ACCOMPANY SET 3. (Page 67.) 

1. Bill from H. B. Claflin, New York, to James Sanford at four months' 
^yrodit, of 5 cases, 8310 yds., Wamsutta Muslin, at 31^. Feb. 1. 

2. Receipted bill from James Sanford, Albany, to James Shepard, of 
1 case,' 1710 yds., Wamsutta Muslin, at ^f, Feb. 2. 

3. Bill from James Sanford, Albany, to C. A. Walworth, of 2 cases, 
3250 yds., Wamsutta Muslin, at mf. Feb. 3. 

4. Bill from A. T. Stewart & Co., New York, to James Sanford, three 
months' credit, of 6 cases, 8656 yds., Amoskeag Prints, at 28^. Feb. 4 

5. Bill from James Sanford, Albany, to J. C. Bryant, of 2 cases, 2816 yds., 
Amoskeag Prints, at 25^. Feb. 5. 

f>. Receipted bill from James Sanford, Albany, to L. L. Williams, of 
^50 yds. Wamsutta Muslin, at 33i^. Feb. 7. 

7. Bill from James Sanford, Albany, to H. P. Perrin, of 3 cases, 
2794 yds., Amoskeag Prints, at 26^'. Feb. 9. 



6. PAPERS TO ACCOMPANY SET 3. Continued. (Page 68.) 

1. H. B. Claflin's draft, at three months— dated New York, Feb. 8— 
on James Sanford, Albany, for $1500, favor of C. C. Curtiss, and accepted by 
Sanford, Feb, 10. 

2. Bill at 30 ds. from A. T. Stewart & Co., New York, to James San- 
ford, of 5 cases, 6800 yds.. Am. Fancy Prints, at lOJ^. Feb. 10. 

S. Receipted bill from James Sanford, Albany, to A L. Wyman, of 
20 pes., 710 yds.. Am. Fancy Prints, at 11^^. Feb. 12. 

4. Bill from James Sanford, Albany, to J. J. Souder, of 1492 yds. 
Amoskeag- Prints, at 25^^. Feb. 12. 

;>, Note at 80 ds., made by J. J. Souder in favor of James Sanford for 
:$373. dated at New York, Feb. 12, and payable at Wall St. Bank. 

f;. Note at 30 ds., made by C. A Walworth in favor of James Sanford 
for $1137.50, dated at New York, Feb. 13, and payable at East River Bank. 
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7- Draft at 10 ds., drawn bj James Sanford, New York, Feb. 15, od 
H. P. Perrin. Bafl&lo, favor of A. T. Stewart & Co., for $726.44. 

S. Receipted bill from James Sanford, New York, to W. M. Carpenter^ 
of 315 yds. Am. Fancy Prints, at 11^^, Feb. 20. 

9. Bill at 30 ds. credit from James Sanford, Albany, to T. B. StowelU 
of 1464 yds. Amoskeag Prints, at 21,^ ; 5775 yds. Am. Fancy Prints, at 10;^. 
Feb. 20. 

10. Note at 30 ds. from T. B. Stowell, dated New York, Feb. 30, in^ 
favor of James Sanford, for $882.84, payable at Importers and Traders'^ 
Bank. Feb. 26. 

11. Receipt from James Sanford, Albany, for $704, to J. C. Bryant, 
m full of %. Feb. 26. 

12. Receipt from A. T. Stewart & Co. to James Sanford, in full of %^ 
Feb. 25. 



7. PAPERS TO ACCOMPANY SET 4. (Page 89.) 

1. Note of W. P. Spencer for $2000, dated Buffalo, March 1, at three 
months, with interest, in favor of A. M. Clapp, and payable at New York & 
Erie Bank. 

2. Note of Student, favor of J. Brown & Co., dated Buffalo, Jan. 27, at 
30 ds., and payable at Niagara Bank, for $12000. 

3. Bill from Student, Buffido, to Millard Fillmore, of 1 set Enameled 
Furniture, $75 ; 1 do. Black Walnut (oiled) $275 ; 1 Carved Rosewood 
Bureau, $100. March 2. 

4. Millard Fillmore's note, dated Buffalo, March 2, at 3 mos., favor of 
Student, and payable at Student's office, $460. 

5. Receipted bill from Student, Buffalo, to James Truman, of 1 Mahog- 
any Settee. $45 ; 6 Parlor Chairs, at $6 ; 1 Rosewood Tgte a Tete, $75 ; 
1 Black Walnut Library Book Case, $80. March 3. 

6\ Bill from Student, Buffalo, to A. W. Smith, of 1 Black Walnut 
French Bedstead, $50 ; 1 Extension Dining Table, $25 ; 1 Enameled Bedroom 
Suit, $85. March 4. 

7. Bill from Student, Buffalo, to J. H. Goldsmith (note at 60 ds.), of 
6 Gothic Chairs, at $7 ; 1 B. W. Dressing Bureau, $55 ; 1 French Mantel 
Clock, $75 ; 6 Rosewood and Brocatelle Parlor Chairs, at $10. March 5. 

8» J. H. Goldsmith's note, fulfilling above conditions. 

9. Receipt from Student to A. W. Smith, Feb. 6. 
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10. Receipted bill from Student, Buffalo, to Geo. T. Smythe, of 12 
Dining Chairs, at $3 ; 1 B. W. Child's Crib, $15 ; 1 Orn. Etagere, $45* 
March. 6. 

11. Receipt from J. M. Phillips for rent of Store, No. 159 Main St, 
one months $125. 



8. PAPERS TO ACCOMPANY SET 5. (Page 70.) 

1, Bill to fill the conditions of sale of Apr. 3. 

2. Bill to fill the conditions of sale of Apr. 4. 

3* Receipt for payment to DeGraaf & Taylor of Apr. 4. 

4. Bill to fill the conditions of sale of Apr. 5. 

5. Bill to fill the conditions of purchase of Apr. 6. 

6. Bill to fill the conditions of sale of Apr. 8. 

7* Bill and note to fill the conditions of sale of Apr. 9. 
8. Receipt to A. W. Smith, as per payment Apr. 11. 



9. PAPERS TO ACCOMPANY SET 6. (Page 71.) 

i. Bill and note filling the conditions of purchase of Jan. 2. 

2, Invoice of shipment of Jan. 3 ; * also letter addressed to consignees^ 
covering invoice and making suggestions as to sales. 
S* Bill filling conditions of sale of Jan. 4. 

4. Invoice of shipment of Jan. 5, with accompanying letter to CDn- 
signees. 

5. Bill filling conditions of sale of Jan. 7. 

(>, Bill filling conditions of purchase of Jan. 10, also draft as prescribed. 

7. Invoice of shipment of Jan. 11, with accompanying letter of instruc- 
tions to consignees. 

8, Account of sales received from Sanford & White, Jan. 15, covering 
the following items: Total /8iifo«— 11192 lbs. Sugar, at W. $1678.80; 
Ofc«rflr«— Freight, $12; Storage and adv., $27.93; Insurance, i%, $2.10; 
Cooperage, $19.80 ; Commission, 2^% on sales, $41.97 ; Net proceeds, 
$1575.* 

* Models of Inyoico and Account Sales on page 88. 
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9. Aooount of sales received from Sanford & White, Jan. 25, of Ship't 
No. 2, covering the following items : Total ScUes—1722 lbs. Currants, at 23^, 
$396.06; Gha/rges— Freight, $5.10; Storage, $5.56; Insurance, i%, $0.50; 
Commission, 2^^ on sales, $9.90 ; Net proceeds, $375. 

10» Bill filling conditions of purchase of Jan. 26. 

11. Sight draft on Sanford & White, as prescribed, Jan. 26. 

12. Bill and note filling conditions of sale of Jan. 27. 



10. PAPERS TO ACCOMPANY SET 7. (Page 73.) 

I. Bill filling conditions of purchase of May 3. 

2* Accepted draft as prescribed in connection with above purchase. 

3. Invoice of consignment from Thompson & Hayes, Chicago, 100 brls 
Western Extra Flour. 

4. Receipted bill of 50 brls. Flour, sold May 5, from Thompson & Hayeet 
Sales, to J. L. Carpenter. 

5. BUI of Flour sold J. L. Hunt, May 5. 

6. Receipted bill of Flour sold May 6. 

7. Invoice of second consignment from Thompson & Hayes of 100 brls 
Mess Pork, received May 8, with accompanying letter. 

S. Bill filling conditions of sale to D. B. Ivison, May 8. Also note given 
by Ivison in connection with said transaction. 

9. Account Sales of Flour to Thompson & Hayes, as per items, May 9, 
with accompanying letter. 

JO, Bill of Flour from Sales No. 2, as per transaction of May 10, with 
sight draft on W. H. C. & Co. 

II, Thompson & Hayes' dft., as per indication of May 11. 
12, Invoice of Wheat from J. R. Wheeler, as per May 12. 
i:i. Bill of Wheat sold May 13. 

14, Invoice of Rye and Oats from Thompson & Hayes, as per May 14. 

15, Bill of Pork, sold May 15. 

10, Account Sales of Pork, sold for Thompson & Hayes, as per item^ 
May 16. 
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17* Invoice ol Wheat from J. R. Wheeler, as per Maj 17. 
IS. Bill of Rye, sold J. L. Hunt, May 18. 

19. Bill Timothy Seed, bought of J. & A. Manning, May 18. Note 
^ven in exchange therefor. 

20. Invoice of Flour from Thompson & Hayes, May 20. 

21. Receipt to J. L. Hunt for cash, paid May 23. 



11. PAPERS TO ACCOMPANY SET 8, (Page 75.) 

1. Bill of Wheat sold James Butler, June 3. 

2. Account of Sales of Wheeler's Sales No. 1, as indicated June 3. 

3. Bill of Muscovado Sugar, as per purchase, June 4 

4. Draft on E. G. Folsom, as indicated June 4. 

5. Thompson & Hayes* draft, as per June 5. 

6'. Bill of Muscovada Sugar sold Timmons, June 7. Timmons's note 
for same. 

7. Receipted bill for 25 brls. Flour, sold June 8 ; D. H. Cochran, pur- 
•chaser. 

8, Receipted bill for 400 bush. Timothy Seed, sold June 12 ; D. B. Ivison, 
purchaser. 

,9. Receipted bill for 300 bush. Oats from T. & H.'s Sales, June 15 ; 
W. H. Gray, purchaser. 

10. Account Sales rendered Thompson & Hayes, as per items of 
June 15. 

11. J. R. Wheeler's sight draft, as per transaction of June 16. 

12. Bill of Wheat and Flour, sold James Doolittle, June 18. 

15. Account Sales rendered Thompson & Hayes, as per items, June 19. 

14. Receipted bill of 500 bush. Wheat from Wheeler's Sales, June 20 ; 
Wm. A. Miller, purchaser. 

i5. Account Sales rendered J. R. Wheeler, as per items of June 21. 

16. Lathrop & Moore's note, as indicated in transaction of June 28. 

17. J. R. Wheeler's draft, as indicated in transaction of June 29. 
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INVOICE OF SHIPMENT. 

ImroiCB ofMdse, tJdpped Sanpord & White, Columbus, per C, G. dt C, R. B^ 
to he sold on our % and risk. 



B 



7 


1631-- SS* 
1636-40 
1642 — 40 
HhdB. Sugar, 1637 - 89 
163S-88 
1661 —42 
1640-40 


11460« 

877* 

llll»-lbe. - - 




Cincinnati, Jan S, 188U. 


Hamlin & McObbgob. 



12^ 



1343 



Oi 



• Gross weight. *> Tare. « Total gross weight * Total tare. • Total net weight. 



ACCOUNT SALES. 

Account Sales of 7 Hhds., 1119^ lbs,. Sugar, for % and risk of 
Hakun & McGregor, Cincinnati, 



1884 
Jan. 



Jan. 



James N. Kimhall, 30 ds. 
Byron Horton, cash. 



4 hhds., 6389 lbs. 
8 hhds., 4808 lbs. 
Charges. 



15^ 
15^ 



Freight and Drayage 

Storage and Advertising 

Insurance, %% 

Cooperage -- ••--• 

Commission, 8X% * 

U. & McG.*8 Net Proceeds • • • 

E. & O. B. Santobd & Whits. 

CoLuiDUB, Jan, 15, 188U. 



958 


85 




790 


45^ 


1978 


12 


. 


-/r 


93 ! 


2 


10' 


19 


80! 


I 


41 


97 1 


103^ 

1 1W5 



8(y 



sa 



ACCOUNT CURRENT. 
E. M. Packard, in Account Ou/rrent wUh L. W. Gantz & Co. 



1885 




Jan. 


8 


*4 


7 


■* 


18 


1 


^ 


Jan. 


X> 


«• 


a? 



-Dr.- 



Mdse., as per Bill rendered (00 ds.) 

(Cash) 

" •* " (80 ds.) 



'Or,- 



52 



Cash 

D^aft, 10 ds., on M.B. Miller ........ 

Balance 

FHiLADB£PmA, Feb. i, 1885. 

[For co&iplete instmction in rendering and equating AccoantB Sales and Current see th* 

*PaCKABD COMMSBOIAL ABITHiniTICS."! 



825 


18 




572 


33 




50 


25 




Jll 


76^ 


1062 


600 






250 





750^ 
312 



6» 



CHAPTER V. 
BUSINESS CORRESPONDENCE. 

§ 138. — The ability to write a good letter is one of the chief 
requisites of an accountant, as it is. a necessary qualification of 
the business man. To acquire facility in letter-writing much 
practice may be necessary, and to be an efficient correspondent 
is to be not only a master of forms but of expression, and par- 
ticularly of the subjects embraced in the correspondence. Ta 
teach the art of letter-writing is a simpler matter; and to that 
purpose this chapter is devoted. 

§ 139. — The two chief requisites of a letter are (1) that it 
shall be in proper form, and (2) that it shall express the exact 
thought of the writer. 

§140. — The form or structure of a letter comprises (!)• 
Materials, (2) Arrangement, (3) Penmanship. 

§ 141. — The expression of a letter relates to the proper use- 
of words, both as to their meaning and their grammatical. 
sequence. 

STRUCTURE. 

§143* — 1. Materials. These are, briefly, pen, ink, and 
paper, which should be of good quality and appropriate. 

The best pen for any writer is that one which will enable him 
to do the best work with the greatest ease. Whether it be made 
of gold, of steel, or of the " gray goose quill " is immaterial. 

The best ink for commercial use is a good quality of fluid 
which flows readily, and when dry becomes a permanent black. 
Colored inks of whatever bint are out of place in a business 
communication. 

§143. — The paper should be of good consistency and color, 
with a surface that pleases the writer, and encourages him to do- 
good work. The size and shape of the letter sheet is somewhat a 
matter of taste; and yet the ordinary uses of business limit these^ 
to the quarto, or letter sheet, measunng 8 by 10 inches, and the- 
octavo, or note sheet, measuring 5 by 8 inches. 
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§ 144. — The two sizes of envelope most in use are known as 
Nos. 5 and 6 ; the former measuring about 3^^ by 5^ inches, and 
the latter about 3J by 6 inches. No. 6 is the most convenient 
fiize for general use, in that it accommodates more readily the 
folded sheet and, from not fitting so snugly, is more easily opened. 
For official communications, manuscripts, legal documents, etc., 
the offlciaZ envelope — usually about 9 inches long — is the moat 
convenient. 

§ 146. — The best color for paper and envelope is plain white, 
.although buff envelopes, in ordinary correspondence, are much 
used. It is in good taste to imprint upon the heads of letter 
sheets, as also upon the face of the envelope, the style and address 
-of the business house, or of the indi>adual ; but too much display 
should not be made of either. To print an address on the envelope 
will secure the prompt return of the letter to the writer, in case 
the person to whom it is addressed is not found. 

§ 146. — 2. Arrangement. The material of a letter should 
be properly arranged. This consists of (1) the date, (2) the name 
and addrese of the person to whom the letter is written, (3) the 
salutation, (4) the body of the letter, (6) the complimentary close, 
and (6) the signature. 

§ 147. — The following example will indicate the usual 
formula : 

{FOJBAf 1,) 



''Wgw York, Jan. JO, 1884. 

^^^Roherts Brothers, 
Buffalo. 

^^^ Gen tlemen : ^*^ We send you 
by to-days express, as per your order of 
the 8th, one doz. copies ''Fairy Land of 
Science, ^^ for v/hich please find hill en- 
closed. 

^^^ Yours truly, 

'''C. T. Dillingham. 



B usijvess correspondence. 



9i: 



§148« — This formula may be varied, according to circum- 
stances, and to suit the taste of the writer, without offending the^ 
rules of propriety. Here are a few variations : 

^^^805 Broadway^ New York, 

Jan. 10, ISSJf. 
^*^ Roberts Brothers, 

Buffalo. 

^^^ Gentlemen : 

^^^We send you, etc.,* 

it) Very sincerely yours, 

^•>C. T. Dillingham^ 



^^^805 Broadway, 

New York, Jan. 10, 188^.- 
/*^ Roberts Brothers, Buffalo. 

<»> Gentlemen : 

^^^We send you, etc., 

^'^^ Yours to command, 

<«>C. T. Dillingham. 

{BEPLT. FORM t.) 



'^'Buffalo, Jan. 12, 1884. 
'^'Dear Sir: 

^^^Wg are in receipt of your 

favor of the 10th, as also of the books 

shipped us on that date. Please accept 

our thanks for your promptness. 

^' Sincerely yours, 

^^^Roberts Brothers. 

<*>a T. Dillingham, Esq., 

New York. 
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§ 149, — 3. Penmanship. The beauty and appropriateness 
of a letter depends, in no small degree, upon its penmanship, 
^hich should be, above all things, plain and legible. If, at the 
same time, it can be easy and graceful, so much the better. A 
business letter should appear to have been written "off hand," 
bearing upon its face no evidence of great painstaking. 

§ 150. — All flourishing of capitals, and all ornamental strokes 
of whatever kind, are out of place, except in the case of a master 
of the pen whose grace lines are perfect, not overdone, and made 
to fit into tlie harmony of the work so as to seem a part of it. 
To the student who lacks this unusual faculty, the safest way is 
not to attempt any display. Neither should one practice great 
variety in the forms of letters. The student should select a style 
of capitals and small letters which he can make most easily and 
effectively, and stich to them. He should "settle down" as 
soon as possible into a uniform style which he can call his own, 
-and which shall identify him while it serves his purpose. 

§ 161. — The superscription of the envelope will admit of a 
little more freedom and display; but even here, strict regard 
.should be had to legibility and neatness. 



EXPRESSION. 

§ 152. — A business communication should be clear and posi- 
tive in its purpose, and exact and unequivocal in its language ; 
^nd as its language aims to express its purpose, it is of the utmost 
importance that the purpose should exist clearly in the mind of 
the writer before he essays to give it word. 

§ 153, — While it is true that some persons appear to possess 
natural gifts of expression, it is also true that forms of expression 
have to be learned whatever the natural gifts. The difference, 
then, is that what is easy for some is hard for others ; and so 
those who do not have expression by the grace of God, must 
Attain it by the grace of labor. 

§ 154. — Thoughts are expressed through the agency of 
words; and to have plenty of words at command, with the 
ability to use them according to the best forms, is to bo a master 
of expression. 
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§ 166# — To use words properly and effectively, it is necessary 
to know — 

h How to spell correctly ; 

2. How to choose the exact word for the exact thought ; 

3. How to build the words into correct sentences ; 

4. How to point off the sentences and capitahze the words, 
so as to secure proper reading and a just sense of what is written. 

The style of written composition depends upon the order of 
thought and mental habits of the writer. It can, in a great 
degree, be cultivated, and should be varied to suit the occasion 
^nd the purpose. 

§166. — 1. How to Spell. It is of little consequence to 
say that the spelling of English words according to established 
usage is arbitrary, illogical, and ridiculous. All this may be true, 
and yet it remains that one must perpetuate this absurdity or be 
ruled out of good society; for there is no fault in writing more 
sure to be noticed and more certain of condemnation than bad 
spelling. From the success that has attended the efforts of spell- 
ing reformers it seems possible that in a few thousand years there 
may be such a thing in practice as phonetic spelling; but for the 
next century or two, whoever wishes to write the English lan- 
guage acceptably will have to spell English words as the ^* best 
usage " demands. 

§ 167. — Spelling is wholly a matter of the eye ; and to learn 
to spell con-ectly is to observe how words are spelled. There are, it 
is true, a number of rules — with plenty of exceptions — ^^for forming 
-derivatives, and these rules can be learned and are useful in a 
measure ; but the. chief difficulty is with the primitive word to 
vrhich no rule applies. 

To those who are deficient in spelling there is but one course 
open — and that is to learn to spell. Whether this may take a 
long or a short time, or whether the task be easy or hard, is of 
small consequence; the thing must be accomplished. 

§ 158. — 2. How to use Words. The difference between 
good and bad writing lies greatly in the selection of words. 
Any smart and plucky boy can learn to spell; the rules of 
grammar are easily learned and readily applied; what is neces- 
sary to know about punctuation can be gathered in a few hours ; 
but the ability to choose the words which shall express the shades 
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of thought is a rare accomplishment, and one worthy of all 
effort. 

§ 169. — It is a common fault of young writers to use exce|y- 
tional or "dictionary'' words, under the impression that the longer 
and more uncommon the words are, the more important will be 
the sentence, and the greater the credit due to the composer. If 
such persons will carefully read the writings and speeches of the 
great masters of diction they will be struck with the simplicity 
and directnesis of their words. These persons write and speak ta 
be understood. 

§ 160. — Another fault lies in the use of too many words, and 
especially of descriptive words. Adjectives have great charms for 
young writers. They seem to think that the more adjectives they can 
hang upon the necks of their nouns, the stronger the nouns become, 
while the fact is that a strong noun is only weakened by unneces- 
sary embellishments, while a weak noun is not strengthened. The 
real strength of a sentence lies in its substantives and verbs, and if 
these are properly selected veiy few trappings will be needed. 

§161. — Above all should a writer use words that are com^ 
monly understood. The only real object of expression is to 
convey our thoughts to others, and that can be done only through 
forms of expression that are understood by both parties. Hence 
we should use short, plain, expressive words, such as have but 
one meaning, and that at once apparent. There are very few 
words that can be used interchangeably without varying the sense. 
De Quincy says, "All languages tend to clear themselves of 
synonyms as intellectual culture advances, the superfluous words- 
being taken up and appropriated by new shades and combinations- 
of thought evolved in the progress of society." It is well, how- 
ever, to seek variety in expression, as the frequent repetition of 
the same word, although it may exactly express the thought, 
becomes tiresome and shows a paucity of language. Besides, the 
change of a word to prevent repetition may often give a new phase 
to the thought, which will add to, rather than detract from the 
force of the sentence. 

§ 163. — 3. How to Build Sentences. Having selected 
the material for our sentences, the next important thing is to put 
them properly together. To do this is to know grammar; and as 
grammar is simply the law of language which has grown out of, 
and expresses "the usage of the best writers and speakers," to 
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know grammar is to know what this usage is. Very few people 
always write or speak with absolute correctness, and yet the ordi- 
nary rules of grammar can be learned, and should be enforced. 
A palpable grammatical blunder will disgrace a written page quite 
as surely as a badly spelled word. Both are indicative of igno- 
rance as well as of indolence. 

§ 163. — But sentences may be grammatically correct, and yot 
lack clearness of expression. This comes not only from using too 
many words in a single sentence but from using words out of their 
best connection. As a rule, sentences should be short, each sen- 
tence expressing a single idea, and no more ; but if for rhetorical 
reasons it may seem best to expand a sentence or paragraph, care 
should be taken to give breathing-places at proper intervals, and 
to avoid explanatory or parenthetical clauses not vital to the 
meaning. 

§164. — After selecting words which will properly express 
the meaning intended to be conveyed, and after enforcing the 
rules of practical grammar in the composition, there will yet 
remain the necessity of aptness and grace of speech which, in 
some cases appears to be a natural gift, and in others can be 
acquired only by steady and intelligent practice under the right 
guidance, ^or this purpose nothing is so good as careful reading 
of proper books. It is hard to originate a form or style of expres- 
sion; in fact, nobody does it, and to attempt it would be to 
fail in the worst way. Our form of expression, to be natural, 
must represent our form of thought. We should write as we 
speak, making use of the words and phrases which spring up in 
the mind as the very conception of the idea. Any deliberate 
planning of the form of a sentence will result in a mechanical 
structure which will be hard and unnatural. To speak well we 
should mingle with those who habitually speak well ; to write 
well we should familiarize ourselves with the best forms of literary 
composition. 

§ 165. — 4. How to Punctuate. The rules of punctuation 
applicable to the best forms of English composition are equally 
applicable to letter-writing ; although very few letter-writers 
observe them carefully. A very little study of books and -well- 
edited papers will enable any one to use the principal points with 
accuracy, and it is not deemed necessary to elaborate the rules 
here. It is said that no two writers agree as to the proper use 
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of a semicolon ; and it might be further said that no writer abso- 
luteJy agrees with himself. There can be no valid objection to 
using the semicolon in letter-writing, although it is hardly neces- 
sary to do so, and in business letters it is rarely done ; but the 
comma, the period, and the interrogation point can be used 
without danger of misplacing them, and without subjecting the 
writer to the charge of pedantry or dilettanteism. 

§ 166. — The use of Capitals is a matter which a few hints 
and a little observation will regulate. There can be no inflexible 
rules for using capitals in all cases, any more than there can be 
for emphasizing words. There are, however, certain limits which 
must be observed, and certain rules which have no exceptions. 

Capital letters should he used — 

1. At the beginning of every sentence ; 

2. At the beginning of every line of poetry ; 

3. At the beginning of every quotation, forming a sentenise ; 

4. As the initial letter in all words denoting Deity ; 

5. For proper names and titles ; 

6. For adjectives derived from, proper names ; 

7. For names of things used as persons ; 

8. For names of the months and days of the year ; 

9. For the pronoun " I " and the interjection " O." 

§167. — 5. Style. Literary style is so personal a matter, 
depending so much upon the temperament and peculiarities of 
the writer, that it is difficult to classify it, or to suggest any 
methods that would help the student to a style of his own. It is 
proper, however, to recognize, in a general way, the difference 
between a purely literary style and an epistolary style — albeit 
some of our best literary productions are in the form of familiar 
letters. 

§ 168. — Some one has said that letter-writing is " talking on 
paper " — but this applies equally well to other kinds of writing. 
As a rule, however, letters are less formal in their style than 
other kinds of composition ; just as conversation with a single 
individual is less formal than an address to an audience. In 
ordinary business correspondence there is little occasion to display 
rhetorical accomplishments or erudition. A "flowery" or a 
"profound" epistle is generally out of place in the counting-room, 
or as between business men. The necessities of business preclude 
long letters and unnecessary words. If a letter expresses all the 
Tacts in a clear and proper manner, the shorter it is the better. 
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§169, — There are, however, distinctions to be observed in 
l>usine::S letters, depending not only upon the subject-matter of 
the communication but upon the relations between the parties. 
Letters to superiors in position should be deferential and respect- 
ful ; to inferiors, kindly ; and to friends and equals, familiar. 
Letters to strangers should be more formal and careful in expres- 
sion than those to acquaintances. Letters of condolence should 
be tender and thoughtful ; and those of congratulation, bright, 
cheerful, and joyous. 

§ ViO. — Some persons affect an epigrammatic style of expres- 
sion as being pointed and forcible; others deem it a virtue — 
ix)ssibly an exhibition of modesty — to use the predicate without 
the subject, particularly when the subject is of the first person 
lingular. It is best, as a rule, that written sentences should be 
oomplete ; and the time saved by the writer or the reader in the 
omission of words to secure brevity is as nothing when placed 
against the *' jerky " and incomplete sentences which result. 

§ 171. — Another thing to be avoided is oracular expressions, 
•either as to the main subject of the communication or as incidental 
ihereto. While an exhibition of mock modesty is to be depre- 
cated, the superior tone of the man who assumes to be the teacher 
af his correspondent is not only silly but offensive. 

BRIEFING LETTERS. 

§ 173, — All business documents of importance should be 
kept and filed away so as to be accessible when called for. There 
Are various ingenious devices to this end, mostly so arranged as 
to preserve the letter or document intact, where it may be had 
at any time for reperusal. A better plan for some purposes — 
notably for Government Departments where documents have to 
be referred to frequently for the main points contained — is to file 
them, neatly and uniformly folded, in packages, writing upon the 
outside of each as folded, a "brief" of its contents, so that the 
•desired facts may be gathered without opening the document, or 
«ven taking it from the package. 

To "brief" a document properly requires a clear and perfect 
understanding of its contents, and the ability to so state its main 
points in the smallest space that a more complete perusal will be 
unnecessary in order to its main import. 
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MATERIAL FOR PRACTICE. 

Arrangement. ( § 146. ) 

/. Put in proper form, copying in full, the following: Date — Boston, 
July 5, 1876. To whom addressed—^. S. Packard & Co., 805 Broadway, New 
York. Salutation — As is best. Body of Letter — I ship you by to-day'* 
express 20 reams Best Calendered Pembroke Mills Book Paper, as per invoice 
enclosed ; trusting that you may receive it in time to fill your order as indi- 
cated in your letter of yesterday. I shall be glad to know of its prompt and 
safe arrival. Signature — H. E. Hibbard. 

2. Bate— 24^ Post St., San Francisco, Cal., March 10, 1885. Signature— 
F. C. Woodbury. Body of Letter— Send me by return mail 1 copy Swintou's- 
Word Studies, best edition, with bill for same. Party addressed— Ivison, 
Blakeman, Taylor & Co., 753 Broadway, New York. 

S. (Reply to above.) Bate—75S Broadway, New York, March 17, 1885. 
Signature — Ivison, Blakeman, Taylor & Co. Body of Letter — Your favor of 
the 10th is at hand, and we send you, as per request, Swinton's Word Studies 
(Library Binding). Please find bill enclosed. Party addressed — F. C. Wood- 
bury, 24 Post St., San Francisco. 

^. Re-arrange the following, so as to constitute an intelligible and 

proper letter : Very sincerely yours 1 have your letter of yesterday, and 

beg to say in reply that our present stock of fabrics is very low. We are 
exi^ecting our Spring importations by next steamer, due here on the 15tli, and 

hope to be able to send our new lists early next week. Robert Bums 

E. H. Johnson & Co. New York, Feb. 12, 1884. 115 Market Street, 

Philadelphia. 



Spelling. (§156.) 

Copy the following paragraphs, correcting the misspelled words. In the 
first four, the misspelled words are italicized ; in the last two, they are left 
for the student's keen eye : * 

/. Dear John : I write you reletive to the huisness of which we spoke 
when last we met. I understood you to say that you had been off erred much 
better terms for the seperate articles than I off erred you for the lot togeather, 
I would like the privelege of renewing my offer, which I can now do, upon a 



* Spelling is bo much a matter of gight that it is somewhat dangerons to present nUft^ 
spelled words for correction ; the danger being that the eye becoming familiar with the form 
will be apt to reproduce it unconsciously. This process cannot be relied upon for etTective 
teaching, and is given here only for the purpose of pointing oat a few words likely to bi^ 
misspelled. 
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4>etter understanding of the case. I should have written before, but I 
j^refered to wait untlll I could conaistantly carry out the undertakeing. 

You will reecoUect that I mentioned a plan of proceedure which apeared 
to mefeasable and right : and it is upon this plan alone that I should dare to 
act, or recomend others to act. It is indispermble that this view of the case be 
i'xcepted by you as a basis of negociation ; otherwise, my preferance will be 
to let the whole matter rest indefinately. For, as you know, it would be a 
^reiviou» error to conclude a bargin upon an insufictent understanding. 

1 will see you tomor&w or Weudesdayy or, at the farthest, on the first of 
Febua/ryy at which latest time 1 expect to be in town. Please achnowlege the 
redept of this, and let me know if any time other than the dates specefled for 
^seeing you will better accomodate you. 

Yours affectionitely, 

Samuel . 

^. I am sick, my dear Hortense. I am seperaied from you, and my 
heart is sick as my body. I percieve that I was not born, my child, for so 
.much grandure^ and I should have been more happy in YeiiYement, surounded 
with the objects of my love. 

S, I am going to tell you a thing, the most astonishing, the most 
■surprizing, the most fnarvellotis, the most mirraculous, the most magnifecent, 
the most confounding, the most uiiheered of, the most nngvler^ the most 
-exirordinary, the most incredable, the most ujiforseen, the greatest, the leest, 
the rairest, the most comon, the most pvMick, the most privitBy the most 
Jn'Uiant, the most envyable thing which has occured during the presant 
-century. 

M, A joaker is near akin to a hnfoon, and viether of them is the leeti^ 
related to wit. Whoever is admited or savght for in company upon any other 
amount than that of his merrit or maners is never respected thare, but only 
made use of. Abject flcUery and indiscriminite contradiction and noUey 
-debate disgust. But a modest aftertion of one's own opinnion and a cotiu 
placent aequiesenee in other people's, perserve dignity. 

5, (Containing six misspelled words) Monsieur de Stael is in the 
deepest poverty, and his wife gives diners and balls. If you still visit her, 
would it not be well to pursuade her to make her husband an alowance of 
from two to four hundred dollars a monnth ; or have we reached the time 
when one can, without giving offence to honorable people, trample under foot 
not only morals, but eaven duties more sacred than those which unite 
children to parents? 

6. (Containing ten misspelled words.) It is cleerly the interest of man- 
kind, and especialy of that large class who live by the sail of thier labor, that 
■the largest possible pourtion of created wealth should be set asside as capital 
for reproductive purposes, so that the groth of capital should do more than 
imearly keep pace with the iucreace of the poppulation. 
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The Choice of Words. (§158.) 

1. SUBSTXTTTTIHa W0BD8 AlTD PHRASES. 

[The model paragraph contains italicized words and phrases, which are to 
he substituted by the pupil for words and phrases of his own, having the 
same or a more appropriate meaning, the object being to convey the same- 
general sense, and to use all the words not italicized in their order. After 
producing the paragraph in this form, let him reconstruct it entirely, using 
his own language without regard to any of the words in the model. There 
should be no attempt to supersede a word for the mere purpose of making a 
ehange, the object being simply to express the sense in the pupil's own lan- 
guage. Follow the plan laid down in the example.] 

Model. 

Street heggtue practice on the sympathies of those who are disposed to be 
charitable, and they comprehend the deoice of presenting themselves to good 
people without exciting distrust. They constitute themselves a brotherhood^ 
bound together by certain considerations of self-interest , and by certain 
recognitions which help them to ujork unitedly. 

Substitutions. 

Street beggars play on the fbelinos of those who are kindly dis> 
POSED, and they understand the art of approaching good people on 
THE BLIND SIDE. They FORM A FRATERNITY, bound together by certain 

TIES of MUTUAL HELPFULNESS IN THEIB BUSINESS, and by certain SIGNS 

which BNABLB them to co-opebatb. 

Paraphrase. 

Street beggars understand their business, and they make a study of those 
whom they would victimize. They are adepts in divining the weak points of 
human nature, and know just how to use their knowledge. Although not 
banded together in any formal way, they nevertheless have so much in com- 
mon that they are quick to learn each other's wants and methods, as also how 
to co-operate for their mutual advantage. 

Exercise 1. 

On Sunday, August 22, 1869, I went to see old Mrs. Grant, whom I was 
grieved to see sitting in her chair supported by pillows, and her poor feet 
raised upon cushions, very much altered in her face, and I fear, dying of 
dropsy. On August 26, 1 saw her again, and gave her a shawl and a pair of 
socks. 
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EXEBCISE 2. 

Nobody ought to pretend to write or speak unless he has something of 
eonsequence to say. It occasionally happens that we can speak of something 
essentially valuable without a great deal 0/ effort, but usuaUy it is reqtdsite to 
exercise ourselves, in order to say anything apt. 

Exercise 8. 

A pile of materials, however exceUent the quality, no more makes a com 
position than a mass of stone and loood makes a mansion. The constructor 
must pick out, fit, and bring together the objects before there can be a struc- 
ture. A crowd of men huddled together do not make an army. The lines 
must be adjusted and order brought about before they are fit for a battle. 

Exercise 4. 

Great scribblers and orators have generally been adepts in synonyms. 
Robert Hall was particularly nice in his selection of words. John Foster 
compiled his thesis on *' Decision of Character," with tedious slowness. He 
would squander whole days on a few brief sentences, bringing each word 
beneath his intense scrutiny, so that every one, challenged and scrutinized, 
took its position in the building like an examined soldier in the ranks. 

Exercise 5. 

In sanguine natures, the tendency to magnify is very general. With 
some people everything is magnificent ! splendid / sublime ! terrible I They 
never crnne down to use more commonplace or less extravagant terms. They 
seem /(^r^er on BXiMB, poised above ordinary mortals. OccasionaUy they wiU 
convey this feeling so far as to make use — no doubt unthinkingly — of contrary 
terms, such as potency weak, immensely little, exquisitely homely^ etc. 



2. SUPPLYING WORDS AOT) PHRASES. 

[The following exercises may be a little more difficult, but they are cor 
respondingly more efficient in the matter of training. Here the pupil cannot 
rely upon the dictionary for synonyms, but must cudgel his own brains for the 
fit words. He will then develope language and practice the art of composition. 
First, let him read carefully in the '* Statement " the facts to be embodied ; 
then, fill in the outline with the proper words and phrases, using all the 
words of the outline in their order, and supplying only the omissions marked 
by dashes. And finally, let him write out the letter in full without reference 
to the outline, using his own form of expression.] 
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Statement. 

This 18 a letter addressed by a merchant to his correspondent, informing 
him of a contemplated trip to Europe. He aims simply to put his corres- 
pondent at ease in ret'ereuce to the conduct of the business during his absence, 
informing him as to the person who will have charge, and giving him his 
foreigD address. 

Outline. 

My ^ : I am Europe, • four months 

or so. I Italy, France, Switzerland, Germany, and the low 

countries, England and Scotland. My 

abeeuce hands of Mr. Charles Seymour all matters. 

will suffer from my temporary absence, fully 

competent myself. Brown Shipley & Ck)., London, 

• addressed. 

Words and Phrases supplied. 

My dear Sir : I am about to sail for Europe, to be absent four months 
or so. I expect to visit Italy, France, Switzerland, Germany, and the low 
countries, and shall of course not neglect England and Scotland. My hmness 
during my absence wiU be in the hands of Mr. Charles Seymour, who wUl act 
for me in all matters. I feel sure that nothing will suffer from my temporary 
absence, as Mr. Seymour is fully competent to attend to all matters as faith- 
fully as I could, myself. My foreign bankers are Brown, Shipley & Co., 
London, to whom aU commumeatiorcs designed for me personally should bs 
addressed. 

Untrammeled Letter. 

New York, April 17, I884, 
James Haskins, Esq., 
Chicago. 

My dear Sir: I am about to go abroad for a few 
months, and shall spend most of my time on the Continent. My business 
affairs will be confided to my chief clerk, Mr. Charles Seymour, whom you 
know, and who will, I am sure, so well supply my place that my absence will 
not be felt by my customers. I shall return about the first of September ; 
meanwhile, any letters addressed to me, " Care of Brown, Shipley & Co., 
London," will reach me promptly. 

Yours very sincerely, 

P. C. Schuyler. 



Exercise 1. 



Statement. — This letter is dated at New York, Jan. 15, 1884, and intro- 
duces the bearer, Mr. Hardcastle. to Mr. John H. Robertson of Buffalo. Mr. 
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Hardcastle visits Buffalo with a view to settling there as a lawyer. The 
writer of the letter has known him for a number of years, and can speak of 
iiis legal ability and standing in the highest terms. He asks Mr. Robertson, 
-who is an old friend, to interest himself in the bearer, for which courtesy he 
w^ill be ever grateful. 

Outline.* Jan. 15, . The bearer, Mr. , 



is a particular and he visits ; locate . Mr. 

lawyer of good in this and I do not hesi- 
tate strongly extended to him will be 

hy . 

Exercise 2 

Statement. — The letter is dated Boston, June 1, 1884, and addressed to 
Brown, Black & Co., New York, informing them that owing to the failure of 
41 principal debtor it will be impossible for the writer to meet an acceptance 
•of $5000, due on the 15th. He states, however, that if he can be allowed an 
extension of sixty days he has no doubt of his ability to meet the obligation. 

Outline. I am placed of informing 

-owing to it will be . I feel confident, however, 

of time, say I shall . my obligatiou. 

hear from decision . 



Exercise 3. 

Statement. — This is a response to the previous letter, acceding to the 
request, and expressing sympathy for the temporary embarrassment of the 
-correspondent. 

Outline. Permit us reply that we 

-cheerfully with reference . We hope 

unnecessary anxiety . 



Exercise 4. 

Statement. — An acknowledgment of the receipt of the above letter, with 
i^arm expressions of appreciation of the courtesy extended. 

Outline. kind letter this morning 

relieved generous compliance. appreciate 

Acceptance when due . 



* The Btadent most study arrangement for MmHelf, and mast use all the words nece« 
-sary to express his meaning. There is no suggestion of sentences or paragraphs in the 
ouUine. 
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Grammatical Construction. (§163.) 

[The exercises under this head are intended to cover but a few of the 
most common errors in grammar. To attempt to gife the rules of grammar 
at any length would be to take this book out of its sphere. In the first few 
sentences the grammatical exercises are italicized; after that the student 
must find them for himself.] 

1. GOHMOH ESB0SS-A8 TO NUMBER IN NOUNS AND VERBS. 

1. The good wishes of the school w hereby expressed. 

2. The remains of the feast toas gathered in two baskets. 

3. Either of the men are worth a million. 

4. There is at least two men to one woman. 

5. The goods was damaged by the freshet. 

6. The man's wages was equal to his work. 

7. Neither one nor the other were pleased. 

8. At least one-fourth of the crew was drowned. 

9. Pride and poverty makes a bad mixture. 

10. A man with two boys were already on the spot 

2. AS TO FORMS OF VERBS. 

1. A man at the mast-head bio wed a whistle. 

2. The water we dnmk was most excellent. 

3. When you come to us yesterday we did not know you. 

4. The family was at last forsook. 

5. When you have payed us we will retire. 

6. The bell was rang at four in the morning. 

7. If you had not trod on my toes, I should missed you. 

8. Before we left no one had spoke. 

9. He has simply mistook one for the other. 
10. He sprung upon the man and all was over. 

3. AS TO THE NOBONATIVE AND OBJECTIVE FORMS. 

1. Charles went with James and I. 

2. Who are you going to vote for ? 

3. If I was him I would accept the offer. 

4. Father and me are just like two brothers. 

5. He included my brother and I in the invitation.. 

6. Her sister and her were in the same class. 

7. It was generally known that him and I were friends. 

4. AS TO THE IMPROPER USE OF ADJECTIVES AND ADVERBft. 

1. Of my two brothers John is the oldest. 

2. I like him better than anybody. v^ 
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8. This is much more preferable than the other. 
4 I never felt more nicely than I feel to-day. 

5. This tree is over eighty foot high. 

6. Unless you speak more distinct I cannot understand yo«. 

7. Unless you play fair you cannot play at all. 

8. I never felt so awkwai-dly in my life. 

9. I never knew any one to behave so bad 

10. That work was done good enough for anybody. 

5. AS TO PREPOSITIONS A5D CONJUNCTIONS. 

1. Either he or you have got to make a concession. 

2. James took a great interest into his studies. 

3. He is never in want for good advisers. 

4. ite sat down onto the sofa. 

5. I am to work on my arithmetic lessons. 

6. If they had only of come, I should of gone. 

7. Neither he or his sister had much to say. 

8. I took my feet off of the rug. 

9. If I but knew where they were going to I would follow. 
10. I walked by a cane With moonlight. 

6. MISCELLANEOUS EBB0B8. 

1. The slothful boy lays abed till noon. 

2. Would you go there if you was me ? 

3. I liave been in business this forty years. 

4. I cannot see what there is in them dogs. 

5. It's just too nice for anything. 

6. I think he acted very strange about it. 

7. How do you do? Tolerable well, I thank you. 

8. Neither the man with the big nose nor the one with the small heai* 

were elected. 

9. I could write an essay a great deal easier than I could build a house. 

10. That man never went to no college. 

11. Who did you get your advice from? 

12. I only wish I had have went. 

13. Will I help you to some fruit ? 

14. If we had only have gone to the opera. 

15. If I had not have loaned him the money. 

16. The reason of us going there was well known. 

17. Don't go there of a Monday if yon wish to see the pictures to an. 

advantage. 

18. That shouldn't make the least bit of difference. 

19. Anyway there want no great sight to spare. 

20. Less you and I go if they aint another one. 
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Punctuation and the Use of Capitals. (§165.) 

[The errors here given in punctuation and the use of capitals will be such 
«8 any intelligent student can correct. The most that is sought in the exer- 
cise is to give force to the importance of care in these matters. The two 
^inds of errors are given promiscuously.] 

1 . In what state is situated lake Ontario. 

2. Newyork is an american City, and so are Philadelphia and Boston ; 

3. the dominion of Canada is on the northern Frontier of the United - 
states of am erica. 

4. address your letters to j p Jones, New brunswick, N. J. 

5. Send me a Copy of pickwick bound in Calf. 

6. I expect to go south in february or march. 

7. The twenty-second regiment parades on monday. 

8. There was a Boy ! Whose name was job Hastings ; 

9. thursday comes Between Wednesday and friday. 

10. A frenchman likes Frogs, but not an american. 

11. among the Habits required for the Efficient prosecution of Business of 
any Kind the Most important are Those of application observation method 
accuracy and Despatch there are Persons who will Sneer at these Virtues as 
little Things trifles unworthy of their Notice but it must be Remembered that 
Human Life is made up of Trifles and that as the Pence make the Pounds 
and the Minutes the Hours so it is the repetition of Things severally Insigni- 
ficant that make up Human Character. 

12. Is watts the Author of how doth the little Busy Bee improve each 
Shining Hour and gather Honey all the Day from every Opening Flour. 

13. An eminent Writer says " talent knows wha/t to do tact knows fum 
to do it." 

14. The mandates of god must be obeyed. 

15. o balmy spring o day of dear delights. 

16. The ways of providence are concealed from Man. 



STYLE. ( § 167. ) 

[The few examples of faulty style given here are for the student to cor- 
rect in his own way. There is no attempt to give prevalent faults, and no 
pretense of instruction ; but simply an opportunity afforded for wholesome 
practice. The student is requested to reconstruct the sentences to suit him- 
self, but to preserve as well as he can the evident intent of the writer.] 

1 . I should admire to go into the country, if I wasn't afeared of snakes. 

2. What is a small bottle of beer among two of us. 

3. You might argufy that question for a solid month without changing 
anybody's notions. 

4. Where are you going at ? 
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5. She is rutlier small like, with a fresh good looking phiz, blue eyes 
and brown hair, sorter frizzed, and talks like a locomotive ; but she is n't 
a bit pedantic or blue stokin'fied. 

6. I come across an awful swell, just too mashy for anything ; but his. 
close was dreadful dusty, and he had one squinty eye and a tarn up nose, 
and a kind of jerky walk. 

7. If I was as well posted up in finance as he is, I would take an ocx;a- 
sional shy at the stock market. 

8. There is no use flying oflT the handle about a little matter like this. 
Better hold your horses, and not go off half-cocked. 

9. 'Tisn't worth while making a fuss, till you know how you're coming 
out. They're no great shakes, anyhow. 

10. Reduce the following letter to its proper limits ; omitting no essential 
point and using no unnecessary words : 

Providence, R. I., September 1, 1884. 
To Messrs. George P. Opdyke & Co., New York : 

Gentlemen — Sirs: It is with feelings of profound and all-absorbing, 'as- 
well as of heartfelt and undisguised chagrin, regret, and mortification, that I 
now take up my unwilling pen to indite for your candid, and, I trust, friendly 
perusal, these few, brief, but portentous lines. I know not how you will re- 
ceive what I have to say, or what you will think when you shall have perused 
these lines from the beginning to the end ; but I do sincerely hope and trust 
that you will not attribute to my actions in the premises anything but the 
best and purest motives. I may have erred in judgment, as who of us all does 
not, sometimes? but I can say, with my hand upon my heart, and in full con 
sciousness of the responsibility of my words, that I have wished to wrong no 
man ; and especially would I desire not to wrong, by either word or deed, 
tliose who have ever been to me such true, honest, and faithful friends as- 
you have been. 

The fact is, and I may as well state it without circumlocution or evasion, 
my business affairs are getting into such a shape that I am very fearful, 
unless something is done to avert it, that I shall be ohliged to suspend before- 
many months. I wish it were not so ; but I can -see no way out of it at 
present. I trust you will look at the matter in as lenient a light as possible,, 
and let me know what you would do if you were in my place. 

Very truly, yours, 

James Slow Coach. 



11. Give the proper expansion to the following : 

New York, Oct. le, 188^ 
Sam : 

Here all right. Rail to Albany ; boat to New York. Dusty road ;. 
sleepless night. River better. Found Charley at landing. Put up St. Denis: 
3otel. Get around to-morrow, hope. Big city; lots of people; immense- 
buildings ; great hubbub. Theatre to-night, expect. Tell you about it 
to-morrow. Lots of love. 

By, bye, 

JOHK.. 
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Briefing. (§172.) 

[The following example will indicate the purpose of these exercises. 
Beyond this the student should practice briefing his own letters as he files 
them.] 

7. Letter from Author's Friend to Publisher. 

Chicago, July 10, ISSl 
Messrs. D. Appleton & Co.» 
JVew Fork. 

Oefitlemen : I write to inquire if you care to exam 
ine the MS. of a book on European Travel. It is from the pen of a facile 
writer, who is a keen observer, and is never dull. He is also an artist, and 
■can furnish complete sketches for the engraver. I know that there is no 
dearth of books of travel, but I also feel sure that there is a place for tliis 
one more ; and as I am a friend of the author, as also of your house, I take 
this means of bringing you together. If you desire to look at the niaiiu- 
script I will send it to you at once ; trusting that it may not be necessary for 
you to detain it long in case you do not wish to publish it, 
I am with respect. 

Yours truly, 

RoBBRT Lincoln 

BRIEF OF ABOVE LETTER. 

From Robert Lincoln, Chicago, July 10, oflPering MS. of Book of Europeaa 
Travel. Sketches by author. Received July 12 ; Ans'd July 16. 



2. Reply. From Publisher to Author's Friend. 

New York, July 15, 1884 
Dear Sir : 

Yours of the 10th at hand. You are right in saying that there is 
■oo dearth of books of travel ; and you are also right in your inference that 
there is always room for a readable book. We shall be glad to look at the 
MS and the sketches of your friend, and will give you an answer as soon aa 
we can conveniently do so. 

With thanks for your courtesy we remain, 

Yours sincerely, 

D. Appleton & Oo 
ttOBBBT Lincoln, Esq. ) 

Chicago. ) 

[To be briefed by the student.] 
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3. Letter from Author to Publisher. 

Chicago, July 20, 188J^ 
D. Applbton & Co. J 

New York, S 

Gentlemen : Mr. Lincoln informs ine that you are willing to look at 
mj MS., and at his suggestion I send it you herewith. I may be wrong in 
the estimate I put upon my own work, but I am confident that the leading 
idea which I have developed will place the book beyond the contingency of 
mere literary excellence. In other words, I feel sure that there is a positive 
and remunerative demand for the kind of information which the book will 
•contain, and in regard to which it will stand quite alone among books of 
travel. As you are the judges from your own point of view as to what a 
book should be in order to sell, I leave you to discover from the MS. what I 
have called my " leading idea." The sketches, with the exception of two 
which I oflRsr as a sample of my finished work, are in the rough, and are 
with the MS.» submitted for your judgment. 

Yours sincerely, 

H. D. Nichols. 



4. Letter from Publishers to Author 

New York, Avffust l, 188 J^. 
Cldeago. 



H. D. Nichols, Esq.,) 



Dear Sir : We have done your manuscript the unusuai 
service of a prompt perusal, and must say that it bears upon its face the 
assurance of success. The " leading idea " we have caught, and it is a good 
one. Your sketches are graphic and suggestive. We think that, without 
doubt, such a book as you propose would "take" — possibly it might meet 
with an exceptional sale. At all events we are ready to negotiate with you 
for its publication. In case we should publish it, however, there are a few 
suggestions we would like to submit to you, touching our mutual interest. 
How soon could yon place in our hands the MS. and sketches complete ; 
and what have yon to say as to terms ? 

Yonrs truly, 

D. Appleton & Co. 
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5. Letter from Author to Publisher, 

Chicago, August 5, 1884, 
Oentlemen : 

I am gratified with your courteous favor of Aug. 1, and hasten 
to reply. I do not underrate the advantages to a comparatively unknown 
author of securing for his first real venture such eminent sponsors ; and I am 
prepared to accept your terms of publication, feeling assured that they will 
be as favorable as I could get elsewhere. I shall be glad to receive any 
suggestions from you touching any part of the work. The MS. can be com- 
pleted within two weeks, and I will finish the sketches as rapidly as possible. 
1 do not doubt that I can place all the material in your hands by the first of 

October next. 

I am, with kind consideration. 

Yours very truly, 

H. D. Nichols. 
D. Appleton & Co., ) 
New York, 



Co., J 



General Letters. 
1. Letters of Introduction. 

[A Letter of Introduction is for the purpose of makins: two persons, who- 
before were strangers, acquainted with each other. The person writing the- 
letter is a mutual acquaintance, and in bringing his two friends together he- 
is presumed to seek their mutual good. A letter of introduction may be a; 
mere act of courtesy with no purpose beyond, or it may be in the interest of 
the one on whose account it is written. In either case it behooves the writer 
to be frank and truthful. Such a letter should not be written under mental 
protest, covering an unexpressed doubt as to its propriety or its perfect 
truthfulness. It should never be written under a pressure, or to get rid of 
importunity, although it is not essential that the writer shoufid be a waruK 
partisan of the person whom he introduces. The most that can be required 
of him is that he »peak tJie truth,"] 

statement. 

Ezercise. — Tour friend, J. C. Sproull, is to start on a pleasure tour to 
the Pacific Coast. You have a friend in San Francisco, who is an old-time 
resident, and thinking he may be of service to Mr. Sproull you write him in 
advance, sending the letter by mail, and stating therein that you propose to 
give Mr. S. a letter of introduction to him. Afterwards you write the letter 
of introduction, which you hand to Mr. Sproull to present in person* 
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Model i. (Sent by maU.) 

New York, AprU 15, I884. 
San Franciaco. 



R. L. Shainwald, Esq.,) 



My dear Friend : 

Mr. J. C, Spronll of this city, whom I 
have known for a number of years, will soon leave for San Francisco by tho 
overland route. I have given him a letter of introduction to you, feeling that 
what you can do for him to make his stay in your city pleasant and profitable 
you will do. Mr. Sproull is a man of excellent connections, and in certain 
directions of excellent attainments. He was graduated from Columbia some 
five years ago, and has been driving his attention since to the study of min- 
eralogy, in which line he has attained to some distinction here. He thinks 
there is a wider field for him on the Pacific Coast, and his friends encourajje 
him to make the venture. I know how busy you are, and how many interests 
claim your attention, but I have thought you might, without much incon- 
venience, put our friend in the way of making the right connections at the 
start. This would be doing a great service, and I know would not only be 
properly appreciated by Mr. Sproull and his friends, but would be availed of 

with discretion. 

Tours as ever, 

John R. Prnn. 



Model 2. (Given hi person.) 

Es<) 
San FrcmcMco, 



R. L. Shainwald, Esq., ) 



My dear Friend : 

The bearer, Mr. J. C. Sproull, visits yofai 
city with a view to locating there. He is a graduate of Columbia — of the 
School of Arts and of the School of Mines, and has attained to some promi. 
nence here as a mineralogist. He hopes to put his knowledge to practical 
use in California, and goes there with that intent. Any favor which you may 
be able to extend to him will be duly appreciated by him, as also by 

' Tour sincere friend, 

John ^ E^^nk. 
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Ezerdse 1.— (To be written by the student.) — Mr. Shainwald responds to 
the first of the above letters on date of April 25, saying that he will be 
pleased to see Mr. SprouU and take great pleasure in advancing his interests. 
He also says there are excellent openings for good mineralogists, and that he 
knows of a new enterprise among his own personal friends wherein the 
services of a scientific man are much needed. 

Ezereise 2.— J. E. Soule of Philadelphia, under date of Jan. 1, 1885, 
writes a letter of introduction to R. C. Spencer, Milwaukee, on behalf of 
John Miles, a young man whom he knows, and of whom he can speak in the 
highest terms as an accountant and a man of business instincts. Mr. Miles 
goes to Milwaukee to fill a position as receiving teller in a bank, and the 
letter commends him to Mr. Spencer's gobd graces, and aims to promote a 
mutual acquaintanceship. 

Ezerdse 3. — The letter is written by S. R. Eaton of Toronto, Canada, 
under date of July 12, 1885, and introduces the bearer, Mr. John GKbson, to 
Mr. S. S. Packard of New York. Mr. Gibson is an associate in business of 
Mr. Eaton's, and visits New York for the first time with a vi«W to recreation 
and business. The object of the letter is to give to the bearer the benefit of 
an acquaintance with Mr. Packard, who is kindly requested to extend to him 
the proper courtesies. 

Ezereise i. — ^The letter is from H. E. Hibbard of Boston, under date of 
April 10, 1884, and introduces the bearer Wm. Allen Miller to Mr. Henry 
OUlig, manager of the " American Exchange in Europe," 449 Strand, London, 
commending the bearer to Mr. Gillig's kind services. Mr. Miller goes abroad 
in the interest of a new machine which he has invented for fastening buttons 
on clothing, gloves, shoes, etc. He wishes to procure patents in the United 
Kingdom and the continental countries, and Mr. Gillig is afiked to give him 
what advice and aid he can. 

Ezerdse 5. — The letter is from E. R. Felton of Cleveland, under date of 
June 12, 1886, and introduces Mr. Edward Miles of Cleveland to " whom it 
may concern." Mr. Miles has just finished a course of commercial study 
under Mr. Felton, and is a proficient in accountantship and general literature. 
His special qualifications lie in the direction of correspondence, he being a 
proficient in the art of phonography ; but he is, besides, an unusually good 
penman, and a thorough English scholar. 



2. Ordering Goods. 

Ezerdse 6. — ^Letter written by Bigelow & Co., Boston, under date of Apr. 
12, 1886, ordering from Earl & Wilson, New York, 1000 dozen assorted 
Collars and 800 dozen assorted Cuffs, the same to be sent by rail as freight. 

Ezerdse 7. — Letter from H. B. Bryant, Chicago, dated June 10, 1886, 
ordering from D. Appleton & Co., New York, 50 copies Bryant & Stratton 
Commercial Law, 10 copies B. &. S. Interest Tables, and 6 copies Williams & 
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Packard's Gems of Penmanship, the same to be sent to Ivison, Blakeman, 
Taylor & Co., 753 Broadway, to be forwarded by them together with other 
hooks ordered direct. 

Ezercise 8. — Letter irom same person and of same date as above, ad- 
•dressed to Ivison, Blakeman, Taylor & Co.^ ordering 50 copies Bryant & 
Stratton Book-keeping, to be sent in same package with books to be delivered 
.them by D. Appleton & Co. 

Exercise 9. — ^Letter from Stern Brothers, St. Louis, of date Feb. 10, 
1887, to Brown & Wilson, New York, ordering a complete line of English 
Tweed goods, as per last order, and requesting them to draw at 30 ds. for 
«anount of bill. 



3. Advising of Shipments. 

Ezercise 10.— Letter from J. C. Bryant, Buffalo, dated Mar. 10, 1884, 
addressed to M. R. Halladay, New York, advising of the shipment of 500 brls. 
New Process Flour, as per order of the 1st. State that the delay of a few 
days in executing the order was occasioned by a well-founded rumor that 
nilroad freights were to be reduced. The fact of the reduction, it is hoped, 
will justify the delay. 

Exercise 11. — Letter from W. H. Sadler, Baltimore, dated Jan. 10, 1887, 
addressed to Williams & Rogers, Rochester, advising of the shipment by 
«xpre88 of 100 copies Sadler's Counting-House Arithmetic. State that owing 
to unusual demands, the last edition has been absorbed more quickly than 
was anticipated, which must account for the delay in filling the order. 

Exercise 12. — Letter from C. C. Curtiss, Minneapolis, of Mar. 10, 1885, 
to B. Horton, New York, advising of the shipment of 500 brls. Choice Family 
Flour to be sold on account of the shipper. The consignee is requested t^ 
use his own judgment as to sales, but not to hold after April 1, except on the 
best assurances of an advance. 



4. Miscellaneous. 

Ezercise 13. — Answer the following advertisement: 



BOOKKEEPER AND GENERAL MANAGER WANTED— AN ACCOMPLISHED BOOKKEEPEB 
and practical business ma; 

He mnst be a man of expeiiei , , -„ , 

an accountant. A liberal salary will be paid to tbe right man, and it will be wholly useless for any persoa 



practical business man is desired to take charge of the business of a lumber company Jin jSeorgia. 



He must be a man of experience, must have some knowledge of the lumber business, and undoubted 

an accountant. A liberal salary will be paid to the right man, and it will be wholly useless for anj . _ 

to apply who cannot give the best assurances of being the right man. Address, for three days, 

IDate of Adv., Apr. 10, 1884.] J. M. B., Herald Offioa 

Ezercise 14. — ^The party to whose advertisement, as above, you responded, 
writes you. that in the main your testimonials are satisfactory, but that the 
parties in interest require surety to the amount of $10000. You are asked if 
you can furnish such surety, and if you are prepared to enter u]^on your 
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duties at once. You reply that you do not think you will liave any diflBculty 
in getting surety, but tliat your arraDgements are such that you cannot enter 
upon your duties before the beginuing of May. Fou also stipulate in addi- 
tion to the salary offered, the payment of your traveling expenses to the- 
scene of operations Write both letters. 

Ezereise 15. — ^You are a clerk in the house of James McGrath & Co., 
importers of Woolens. You are about to enter upon your second year, having 
during the past year served, as you think, faithfully, and on a small salary. 
Write to the firm, asking, in a respectful way what rate of wages you may 
expect for the year to come, and what advancements as to position. 

Exercise 16. — Under date of New York, Sept. 18, 1884, write to Jame» 
Bishop of Chicago, who is an old friend of your family and a long-time resi- 
dent of Chicago, asking him what, in his best judgment, are the chances in 
that city for a young lawyer (viz. : yourself) who has graduated with the 
highest honors, has practiced a year in New York with fair success, and wha 
is not afraid of hard work. 

Ezereise 17. — Answer the above letter as from James Bishop to yourself^ 
under date of Sept, 16, saying that Chicago is a city of possibilities in e very- 
line of creditable enterprise ; that there are plenty of merchants and profes- 
sional men— .good, bad, and middling, and that those who really deserve success 
achieve it. Say that in no profession is there a better chance to rise than in 
that of the law ; but eminence can be reached only by genuine attainments 
and unremitting labor. Say also that the writer will be glad to welcome the- 
son of his old friend, and will do him all the service within his power. 

Ezereise 18. — You reside in Milwaukee, and Charles Moran & Bro. in: 
New York. Write a letter as from Moran & Bro., under date of July 12, to 
yourself, inquiring as to the financial standing of J. Thorbum of Chicago, 

who has referred to you in soliciting a consignment of goods on commission. 

« 

Ezereise 19. — Write a letter in your own name, dated Milwaukee, July 15^ 
in reply to above. Say that you have known Mr. Thorbum for a good many 
years ; have had extensive dealings with him, and have always found hiui 
prompt and efficient in all ways. 

Ezereise 20. — Write a letter, dated at Boston, to your friend J. T. Cog- 
geshall at Columbus, Ohio, informing him of your arrival in Boston, and your 
first week's experience in your new position. You are engaged as assistant 
book-keeper for Jordan, Marsh & Co. You find your employers excellent, 
men, and your associates in all ways to your liking. Speak of your impres- 
sions of Boston as a city, and of anything which strikes you as new anif 
interesting. 

Ezereise 21. — You reside in Philadelphia. Your friend James Sanford 
lives in San Francisco. You think you would like to go to San Francisco, or 
to some other 'Jalifornia city, for a permanent stay. You are a practical 
book-keeper with a cash capital of $10000. Your idea is to find a good, safe 
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Investment for your money, and a good clerical position for yourself until you 
Lave a chance to know the country. Write your friend, asking his advice 
^nd requesting from him general information about the country and the 
prospects for business. 

Ezercise 22. — Write an answer to the above, as from Mr. Sanford. Say 
that matters in California are in a transition state, but that the cities are 
holding their own, and that in San Francisco, especially, the improvements 
that v.re fi:oing forward speak well for the financial condition, and for the 
courage of the people. Say that there are always good openings for invest- 
ments ; tliat money is in active demand on good securities, and that expe- 
rienced accountants are also in demand. The writer is pleased to know that 
you contemplate coming West, and promises to do all in his power to secure 
your permanent stay in California. 

Ezercise 23. — You are a member of a firm doing business in New York. 
You are not quite satisfied with the relations existing between yourself and 
jour partners, James Meredith and Robert Smith ; and you write them, saying, 
in general terms, that you are convinced that it would be better for all parties 
to dissolve the copartnership. Express the high regard you feel for your 
-associates, and your desire for their prosperity, placing the grounds of your 
proposal upon the fact of your declining health and conflicting ideas as to 
the policy of conducting the business. Ask them to appoint a time for a 
conference. 

Ezercise 24. — Write an answer to the above as from your partners con- 
jointly to yourself. Express the sincere regret they feel at your decision, and 
isay that the writers cannot see any necessity for the step. You have been 
together as partners for a good many years ; the business has been prosperous 
and is growing more so. They recognize the fact of your poor health, which 
they attribute to overwork ; and they suggest a leave of absence and rest. 
However, tliey will be pleased to meet you in conference, and suggest any 
•evening of the present week which may suit your convenience. 

Ezercise 25. — You are the manager of a business. One of your clerks, 
in whom you had the utmost confidence, has been guilty <^f a misdemeanor. 
The knowledge has come to you indirectly but authentically, and you are 
/Satisfied that the act was unpremeditated and that it is the first offence of the 
feind. Address a letter to the young man, informing him of your knowledge 
df the facts, and giving him such counsel as the circumstances seem to 
;equire. 

Ezercise 26. — ^You are a clerk in a city establishment. One of your asso- 
ciates seems to have done you a great injury in misstating facts against your 
character. Write him, asking an explanation of his conduct and demanding 
>f him a full reparation of the wrong. 

Ezercise 27 — Write a reply to the above as from your friend to yourself. 
-Deny in positive terms the allegations made by you, and ask for youx 
authority. 
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Ezercise 28. — A second letter from yourself to your supposed maligner 
Give him the name of your informant, who has authorized you to do so, and 
ask for a mutual conference in the matter. 

Ezercise 29. — The mutual conference having been held, and it appear! ng^ 
that your informant had quite misunderstood the remarks of your associate,, 
you will write him a letter, expressing your gratification at the result, and 
assuring him of your appreciation of his manly conduct and his friendship. 

Exercise 30.— You, residing in Buffalo, have drawn a draft for $1000 on. 
Smith & Sons of Detroit, where you have a large balance to your credit. The^ 
draft comes to you through your bank protested for non-payment. Write to- 
the drawees, expressing your surprise and asking for an explanation. 

Ezercise 31. — Smith & Sons write you that the blunder above indicated 
came through the stupidity of a clerk, who was in charge of matters when 
the draft was presented. They express great chagrin at the occurrence, and 
have discharged the clerk for his obtuseness. Produce this letter. 

Ezercise 32. — Respond to the following advertisement, oflfering a choice- 
of houses of which you have the agency : 

T^ ANTED. — To purchase or rent, for one year or more, a first-class dwelling- 

taoase. saitable for a fiunily of five adults. LocatioD between 5th and 7th-ave8. and 

22d and 40tn-8t8. Neighborhood must be unexceptionable. Price, for purchase, not to- 

exceed $40,000 ; for rent, not to exceed $2,500. Address, J. M., Tribune Office, for four days. 



5. Circulars, Advertisements, and Telegrams. 

[A part of the literature of business consists of circulars, advertisements^ 
and telegrams, all of which require skill in the preparation. The following^- 
exercises will afford a little practice in these directions.] 

Ezercise 33, — You are the proprietor of a Wholesale Cloth House, which 
is located at 410 Broadway, New York. You are about to remove to more 
commodious quarters at 315 Church Street, where you have erected a new 
building exactly suited to your purpose. Prepare a circular to be sent to 
your customers, apprising them of the change and your reasons for it, and 
invite them to visit you in your new quarters. 

Ezercise 34. — You have been enp^aged in the Wholesale Dry Goods Busi- 
ness, under the firm style of Stuart, Belden & Co. Mr. Belden has retired 
from the concern, and in his place you have taken in two clerks, named 
Robert Hart and Thomas Hicks ; the style of the new firm to be Stuart, Hart 
& Hicks. Prepare a circular to be sent to your customers and correspondents, 
notifying them of the change, and soliciting a continuance of £a,vor to the^ 
new firuL 
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Exercise 35. — You have obtained a patent on a very desirable labor- 
saving instrument, which you call the *' Combined Double-action Mower and 
Reaper." Prepare an attractive circular, describing its good qualities, and 
its superiority over all other instruments for the same purpose. Add to your 
own description and commendation the certificates of three or four reliable 
farmers who have used your Combined Double-action Mower and Reaper, and 
who do not hesitate to say it is in all respects the best machine for the pur- 
pose they have ever seen or heard of. 

Ezercise 36. — Owing to adverse circumstances or mismanagement, you 
find, upon a fair investigation of your affairs, that it will be necessary for 
you to go into liquidation. Prepare a circular letter to be addressed to your 
creditors, stating the facts, asking for leniency, and signifying your desire and 
purpose to save all from loss to the utmost of your ability. 

Ezercise 37. — Having compromised with your creditors some time since 
at 50 cents on the dollar, you have, by prudent management and favorable 
circumstances, put yourself in condition to pay your legal and moral obli- 
gations to the uttermost farthing. Address a circular letter to your creditoi-s,. 
thanking them for their leniency, and informing them, one and all, that you 
are now prepared to pay them in full, principal and interest, upon receipt of 
their several statements. 



Ezercise 38. — You are in want of a situation as accountant or general 
clerk in a Wholesale Establishment. Prepare an advertisement for the 
papers, setting forth your desires. 

Ezercise 39. — You are in want of a book-keeper ; one who has had expe- 
rience in business, and who can come well recommended. Prepare an 
advertisement for the papers which shall secure you proper responses. 

Ezercise 40. — You are a Real Estate Agent, and have a number of hoosea 
to let and for sale. Write an advertisement for publication which shall set 
the matter before the people in the proper light. Describe the property a& 
specifically as possible. 

Ezercise 41. — You are a pubisher, and you have just brought out a new 
book, which you desire to put into the market in the best way. Prepare an 
attractive advertisement, with such a display of the contents of the book as- 
will at once catch the eye and fasten the attention. 

Ezercise 42. — ^Put the following matter into such shape as will seem to- 
you most attractive as an advertisement : 

Over 10^ net eamiDgs. All taxes paid. Connecticut Valley Railroad First Moriga^ 1% 
Bonds, free from aU taxes in Connecticut, and free of income tax everywhere. Road finished 
and running, and already earning expenses, interest, and over 10^ on its stock. Full paid 
stock and a limited mortgage. Price, 95 and interest. We recommend them strongly. 
Brown, Jones & Smith, Banlters. 9 Pine St., New York. 
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Ezercise 43. — ^Make an attractive advertisement iu arrangement of the 
iollowing matter : 

James A. Moore & Co., No. 739 Broadway, offer for sale, at the lowest rates, their well- 
joiowu Paris-made and home-manufactured garments of every style and description. Also, 
now ready a superb stock of novelties in real thread lace and Llama points, sacks, and 
Jackets ; Paris-embroidered Cashmere carriage and house jackets. Novelties in all our 
departments now open, for spring and summer wear, in all varieties of fancy dry-goods. 
Also, full lines in all the various staple departments. A large assortment of India shawls 
Just received, embracing 3 cases of striped India long shawls, from $20 to $250 each ; open- 
center squares, in all colore, from $75 to $450 each ; black-filled squares, in new designs and 
colorings, from $160 to $3500. Also, a fhll assortment of " Banpoore Chuddas ^' in all colors ; 
besides hosiery and undergarments for spring and summer wear. Everything new, fresh, 
and of the best quality. No charge for showing goods. 



Ezercise 44. — Write a telegraphic despatch, not exceeding ten words, to 
be sent to J. H. Goldsmith, Detroit, ordering him to send you by express 
3 cases of summer hats, and to draw on you at ten days* sight. 

Ezercise 45. — Write out a telegraphic message containing ten words or 
less, instructing your friend at New York to procure for you first-class passage 
tickets for Europe, and to notify you when the steamer is to leave port. 

Ezercise 46. — Write out a message as compactly as possible, notifying 
your agent at New York that you have sent him by railroad one thousand 
barrels flour, and that you have drawn on him at 30 days' sight for $3000. 

Ezercise 47. — You have received the following telegram from your part- 
ner, who is traveling in the West. (Write out an appropriate answer.) 

St. Louis, May 10, 1872. 
To J. W. Merchant, New York : 

Just arrived. Find matters better than expected. Remain here four 
days ; then to Chicago. Shall I come home directly, or go farther west? 
23. Pd. P. H. Motley. 

Ezercise 48. — Put the following message into the fewest words that will 
cover all the requirements : 

New York, October 12, 1871. 
H. B. Bryant, Chicago, III.: 

Bear Sir : — I see by the papers and telegraphic despatches that you have 
had an awful conflagration in Chicago. 1 feel very sorry for you and for all 
your suffering people, and will do what I can to relieve you. I have put a 
subscription on foot, and hope to be able to send you a quantity of clothing 
and some money in a very few days. Meanwhile, please let me know by 
letter what is the condition of affairs, and how much and in what mann«r 
you and your family have suffered. Write soon, and believe me to be 

Sympathetically yours, 

Robert Haswbll. 



APPENDIX. 

The matter herein contained, although intended mainly to 
supplement the work of the book proper, will be found to embody 
various features not previously introduced. The' additional busi 
ness sets can be used to advantage in connection with the regular 
work, and the forms of books suggested will be found practical 
and conforming to present usage; yet every teacher should employ 
such forms as best suit his purpose, and the models here presented 
are offered merely as suggestions. The problems in Partnership 
Settlements will be a welcome feature, while the Miscellaneous 
Examples which follow will afford ample material for final drill 
in the theory of accounts. 



Set IX.— D. T. AMES, L S. METCALF, AND G. W. LATIMER, 
PROPRIETORS. 



Characteristics.— This set is designed to iUuetrate a clothing and gentlemen^s furnishing 
buBinei«s. There are three partners, who invest equally, and the business ends with a net 
loBs, which IS equally divided. Accrued interest on Bills, Receivable and Payable, also dis- 
count on paper not matured taken into account in showing the condition of the business, 
and the final standing of the partners. Copartnership dissolved, one partner retiring from 
the firm by drawing out his share of the net capital. 

Accounts used in this set (put two on a page) — D. T. Ames ; L. S. Metcalf ; 
G. W. Latimer , Merchandise ; Bills Payable ; Interest ; Bills Receiv- 
able , L. L. Williams , A. W. Smith ; E. R. Felton ; A. C. Lobeck ; 
J. J. Souder ; A. S. Parish ; J. F. Mooar ; Cash ; Expense ; Loss & 
Gain. 

Philadelphia, September 1, 1884, D. T. Ames, L. S. Metcalf, 
and G. W. Latimer are partners, constituting the firm of Ames, Metcalf & Co. 
Investments and division of gains and losses to be equal. 

D. T. Ames invests Cash. $5000 (C B.) L. S. Metcalf invests 

Merchandise, per Inventory, $6796. The firm assumes for him two notes — 
one. favor of Ira Mayhew, dated July 1, at 3 months, with interest at 6%. 
Face of note, $760, Interest accumulated to date (2 mos), $7*60 ;* and 

* The student, when opening the books, should debit Interest account for ali resonmsfl.. 
.and credit it for all liabilities of interest. See marginal notes on page 31. 
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one, favor of T. R. Browne, dated Jan. 12, at 8 months, with interest a< 6%» 
Face of note.^/OOO; Interest accrued to date (TJ mos.). $S7,60 ; Net. 

investment, $6000 (J.). G. W. Latimer invests : T. W. Hannum's 

note, Latimer's favor^ %ated June 14, at 3 months, with interest at 6%. Face 
of note, $760; Interest to date (2 mos. 16 ds.), $9.60; A. H. Hinman's 
note, L.'s favor, dated July 26, at 3 months, with interest at 6%. Face of 
note, $760 ; Interest accrued to date (1 mo. 5 ds.), $A,S8 ; also personal 
accounts as follows ; L. -L. Williams, $600; A. W. Smith, $362 J2 ; 
E. R. Felton, $//70; A. C. Lobeck. $1260; J. J. Souder, $//04^. The 
firm assumes for him personal accounts, viz. . A. S. Parish, $600; J. F. 

Mooar, $^00. His Net Investment, $6000 (J.). Paid cash for 

l)ostage stamps, $S (C. B.) Sold R. C. Spencer, Milwaukee, Wis., for 

ciish, 5^ dis., 4 doz. Shirts, 2d quality, % $12 ; 6 doz. Union Neckties. $4.56 ; 
:20 doz. Linen Hdkfs., @ $6 , 3 pes. Cassimeres, 150 yds., @ $1.25 ; Total, 

$ (S. B., C. B.). Sold H. T. Loomis, Cleveland, O.. on his note^ 

at 6 mos., 50 Boys' Overcoats, @ $5.50 ; 50 do., @ $7.50 ; Total, $ 
(S. B.). Received cash for petty sales, per P. C. B., $6^,26 (C. B.). 

2. Received of L. L. Williams, cash on %, $200 (C. B). -.'..- Paid 
A. S. Parish, cash on %, $S00 (C. B.). 

:i. Sold A. J. Rider, Trenton, N. J., for cash, 1 Dress Suit for self, $50 ;. 

1 Overcoat for son, $15 ; 1 box Hdkfs., 6 doz , @ $4 ; Total, $ (S. B., 

0. B ). Received cash for petty sales, per P. C. B., $28,90 (C. B.). 

4. Paid cash for 2 tons Coal, @ $6 (C. B.). 

6. Sold E. R. Felton, Oeveland, O.. on %, 2 pes. English Broadcloth,. 

100 yds., @ $4 : 50 Military Coats, per order, @ $10 ; Total, $ (S. B.). 

Received cash for petty sales, per P. C. B., $/06 (C. B.). 

f». Paid cash for bill of Stationery, $76 ; Paid hands for shop work^ 
$/60; Total, -^ (C. B.). 

7. Sold C. Q. Swensberg, Grand Rapids, Mich., for cash, 20 Zouave Uni- 
forms, % $25 ; 1 pc. Striped Satin, 50 yds., @ $5 ; Disc, off Satin, 5 % ; Total,.. 
$ - (S. B., C. B.). ----- Paid cash for invoice Clotlis, $A800 (C. B.). 

10. Received cash of A. C. Lobeck, on %, $760 (C. B.) Paid 

cash for Gas bill, $/6 (C. B.). 

12. Sold A. C. Lobeck, New York, on %, 1 lot ready-made clothing, 
viz. : 10 Coats, @ $3 ; 20 do., @ $3.50 ; 50 do., (^ $5 ; 8 pre. Pants, in' $3 ; 
25 do., @ $4; 50 Vests, @ $1.50; 25 do., (V^$3; 1 Overcoat, $15; Total, 

$ (S. B.). Received cash for petty sales, per P. C. B., $68 

(C.B.). 

IS. Paid hands for shop work, cash, $/76 (C. B.). 

14. Received cash for petty sales, per P. C. B., $/38 (C. B.). 

15, Accepted J. F. Mooar's draft at 30 ds. without interest, favor W. A.. 

Miller, to bal. %. $ (J.). Sold C. C. Curtiss, Minneapolis. Minn.,. 

for cash, 5% disc., 5 doz. Cravats, @ $9 ; 3 doz. do., i^c $12; 9 doz. Lineoi 

Hdkts.. (c^ $6; Total, $ (S. B., C. B.) Sold L. L. Williams,. 

Rochester, N. Y., on %, 50 Military Coats (privates), (<I $10; 5 do (otticers)^ 
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@ $15 ; Total, ^ (S. B.).' Paid cash for our note, favor T. R. 

Browne, and interest. Face of note, $W00; Interest to date (8 mos. 3 ds.)v 
tS'^^.J(9(C. B.). 

i6*. Received cash on % of L. L. Williams, $^60 (C. B.). 

17 • Received cash for T. W. Hannum's note and interest. Face of note,. 
$760 ; Interest to date (3 mos. 3 ds.), $^^.68 (C. B.). 

18, Sold Wm. Heron, Manchester, N. H., on his note at 6 mos., 50 Coats; 
(ready made), @ $6 ; 100 prs. Pants, @ $3 ; 50 doz. Collars, @ $1.50 ; 5 doz. 

F. Y. Shirts, @ $21 ; Total, (S. B.). Received cash for petty 

sales, per P. C. B., $9A,8S (C. B.) Paid Clerks' Salaries in cash,. 

^//^ (C. B.). 

20. Received of J. J. Souder his note at 60 ds. to bal. %, -^ (T) 

Sold Frank Goodman, Nashville, Tenn., on his acceptance at 60 ds.,. 

100 Zouave Uniforms, @ $20; 50 Military Coats, *'Co. H," @ $10; Total,, 
$ (S. B.) Paid cash to hands for shop- work, ^260 (C. B ). 

22. Received cash on % of E. R. Felton, $W00 (C. B.) Received^ 

cash for petty sales, per P. C. B., ?S*//^.4^ (C. B.). 

25. Sold J. F. Mooar, Boston, Mass., on %, 50 Uniforms, " Lincoln^ 

Green," @ $25 ; 30 do. Zouaves, @ $15 ; Total, $ (S. B.) Received. 

of A. W. Smith, cash in full of %, $ (C. B.) Received for petty 

sales, per P. C. B., $83, 76 (C. B.). - - - - - Paid rent for September in cash, 
$W0 (C. B.). 

V6*. Received of E. R. Felton, cash on %, $^70 (C. B.) Received 

for petty sales, per P. C. B., $68.9^ (C. B.) Paid cash for Porterage 

and Drayage, $S6 (C. B.). 

27. Received from A. C. Lobeck,on ^,cash, $600 (C. B.) - - - - Received) 
for petty sales, per P. C. B., $f/7.60 (C. B.). 

28. Sold C. P. Meads, Syracuse, N. Y., for cash, 5% disc., 20 Boys* Coats- 
(ready-made), @ $5 ; 30 Vests (ready-made), @ $1.50 ; 20 doz. Collars, @ $1 ,- 

Total, $ (S. B., C. B.). Received cash for petty sales, per P. C. B., 

$87^60 (C. B.). Paid cash to hands for shop-work, $276 (C. B.). 

29. Received cash for petty sales, per P. C. B., $//2.94^ (C. B.). 

SO. Sold A. W. Smith, Meadville, Pa., on %, 75 Complete Uniforms 

@ $25, $ (S. B.). Received cash for Wm. Heron's note of Sept 

18, less discount. Face of note, $7S0 ; Discount for unexpired time. Sept 
30, 1884, to Mar. 21, 1885 (5 mos. 21 ds.), at 6%, $20,8/ ; Net amoun 

received, $709,/ 9 (C. B.). Received cash for petty sales, per P. C. P 

$/76. Partners' salaries for the month, paid in cash, $606, 

The firm of " Ames, Metcalf & Co." has been this day dissolved by m^'^'^^ 
consent, Mr. Metcalf withdrawing; the business to be continued bv th* 
remaining partners, under the firm name of '* Ames & Latimer." A complete 
statement, showing the condition of the business, is to be prepared, each part* 
ner to b«3 credited for his net gain or charged for his net loss, as the case may 
be, and after a final settlement has been made with the retiring partner, thdi 
Ledgfcr is to be closed, the balances being brought down for continuation. 
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Mbmobandum op Resources and Liabilities not shown on Ledger * 

Resources. — ^Mdse. onsold, $976,02. Interest Receivable: Accrued interest 
on A. H. Hinman's note, from July 26 to date (2 mos. 5 ds.), at 6%, 
$8,/S ; Discount for unexpired time (18 ds.) on our acceptance, 
&vor W. A. Miller, due Oct. 18, at 6%, Sf'20. Total, $9.33, 

Idabilities. — Interest Payable : Accrued interest on our note, favor Ira May- 
hew, from July 1 to date (3 mos.), at 6J&, $^7.26; Discount for 
unexpired time (5 mos. 4 ds.) on H. T. Loomis*s note, $16.68 ; 
do. on J. J. Bonder's note (1 mo. 22 ds), $9.57^ and on Frank 
Goodman's acceptance (1 mo. 22 ds.), $27.67* Total, $59.77 > 

Paid L. S. Metcalf, in full of his Net Capital, our note (signed "Ames & 
Latimer"), to run 6 mos., with interest at 7%, for $2000 ; Cash for Bal- 
ance, $294^6.63 (J.. C. B.). 



FORMS OF BOOKS. 

The following pages exhibit the transactions of Set IX, written up m 
<»mprehensive form in the various books of entry. The pai*ticu1ar feature of 
this set consists in writing the original entries at once in separate books, from 
which they are posted directly to the Ledger. This method has many advan- 
tages over that of making consecutive entries in the Journal, and is, in one 
form or other, adopted by all large establishments. 

The only difficulty to be encountered is the danger of posting such entries 
as are contained in several books — as, for instance, sales for cash, which are 
entered in both the Sales-Book and the Cash -Book — twice to the Ledger. 
Various means of obviating this have been devised, of which the simplest, 
and the one generally employed, has been here adopted. This plan permits 
nothing that is entered in the Cash-Book to be posted from any other book. 
Thus, for example, the amounts of all cash sales are placed in a special 
^column in the Saies-Book, the items are simply marked " C. B." and posted 
fr«m the Cash -Book in the regular order. 

The Cash-Book, as will be seen, is also provided with spedal columns — 
one on the Dr. side for Merchandise items, and one on the Cr. side for Expense 
items. The accountant is thus enabled to post to these accounts at stated 
periods — usually at the end of each month — the total amount for such period, 
instead of being requiiixi to enter each item separately. 

Purchases of merchandise are here entered in the Journal ; however, 
where such purchases are numerous, a Purchase or Invoice-Book, conforming 
in general arrangement to the Sales-Book here presented, may be employed 
to advantage. 

* In order to aecertain the exact net gain or loss to date— which is particnlArly desirable 
«ince the net capital to be withdmwn by the retiring partner will be proportionately affected 
thereby— the items of Interest Receivable and Interest Payable enumerated in this schedule 
mast be taken into consideration. The manner of entering these data in the Ledger is shown 
on page 129. Also see marginal notes on page 21. 
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JOURNAL.— Set IX. 

Philadelphia , September i, 1884, 





4 

2 


MiCRnTAwniaic ..._.-.... 


6795 










L. S. Metcalp 




6795 








Amount invested, per Inventory. 












1 












J. 






2 


L. S. MBTCAiiP - - To Sundries - - - 


1795 










5 


Bills Payable, per Bill-Book 






1750 






6 


Interest, accrued on notes - - 






45 






3 


Assumed for him. 






5900 






Sundries - - - - To G. W. Latimer - 






7 


Bills Receivable, per Bill Book - - - - 


1600 










G 


Interest, accrued on above notes - - - - 


13 


88 








8 


L. L. Williams, Balance of % 


500 










9 


A. W. Smith, " " . . . . 


362 


12 








to 


E. R. Felton, ** ** 


1170 










11 


A. C. Lobeck, * " '* 


1350 






' 




12 


J. J. SOUDER, '* ".-.-. 


1104 










3 


Amounts invested. 


900 










G. W. Latimer - - To Sundries - - - 






13 


A. S. Parish, Balance of % - - 






500 






U 


J. F. MOOAR, " *' - - 
Liabilities assumed for him. 

■• AT 






400 












U 
5 


T W MnnATJ .--.- 


iOO 










Bills Payable 






400 








Accepted his draft at 30 ds. to bal. %. 














**/h 












/Vl/ 










1104 










7 
12 


J. J. SOUDER 




ll04 








His note at 60 ds. to bal. ^i^. 














Q/h 












Ol/ 






2 
5 


T. S "Mvn^ikj fp ......... 


2000 










Bills Payable 




2000 








Note at 6 mos. for int^ in business. 
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AF P ENDIX. 

SALES - BOOK.— Set IX. 
Philndelphia, September i, 1884. 



R. C. Spencer, Milwaukee, Wis. 

4 doz. SUrtB, ad quality • ®$12 $48 

6 " Union Neckties - 4.56 27.36 

20 " Linen Hdkfa. - - 6 120 

8 pes. CasBimere, ISO yds. - 1.25 187.50 

382.86 

C.B. Di8ct,off,5% 19.14 

1 

H. T. LooMis, Cleveland, 0. 

50 Boys' Overcoats . • - @$6.50 $275 
50 " '* ... 7.60 876 

B. R. Mte at 6 moe, 
3 

A. J. Rider, Trenton, N. J. 

1 l>r©8B Suit for self .----- $60 
1 Overcoat for son ^ 

1 box Hdkfs,, 6 doz. - • ®$4 24 

, 5- 

E. R. Fblton, GUveland, 0. 

2 pc8. Eng. Broadcloth, 100 yds., @ $4 $400 
50 MUitary Coate, per order, 10 500 

— 7 

C. G. SwENSBERG, Qtand Rapids, Mich. 

20 Zooave Uniforms • • - @ $25 $600 
1 pc. Striped Satin, 60 yds. 6 250 

760 
C.B. Di8Ct.(^aalin,B% - - - 12.60 

12— 

A. C. LoBBCK, New York. 

1 Lot ready-made Clothing, viz. : 

10 Coats ® $8 $80 

20 " 8.60 TO 

60 " 5 260 

Sprs. Pants - - . - 8 24 

26 "''•-- - 4 100 

60 Vesta 1.60 76 

26 " 8 75 

11 1 Overcoat 16 

Amounta forvDOrd - • - • 



C.B. 



10 



Gekbbal. 



CiUBH. 



650 



900 



639 



2189 



a63 



72 



737 



50 



1190 



fS2 
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Philadelphia^ September 15, 1884. 
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2 



U 



Amomits forward - - - - 
C. C. CuRTiss, MinneapdU, Minn. 

5 doz. Cravats ® $9 $45 

3 " '' 12 86 

9 " Linen Hdkfs. - - - 6 64 

135 
O.B. DUct.qgr^sfo - - - - 6.75 

15 

L. Ij. Williams, Boehester, N. T, 

50 Military CoatB (privates), @$10 |600 
5 '* " (officers), 15 75 

18 

William Heron, Manchester, N. H, 

50 Ready-made Coats • - - @$5 $350 

100 prs. Pants 3 800 

50 doz. Collars 1 60 75 

5 " F. Y. Shirts - - - - 21 105 
B. R. Note at 6 mos. 

20 

Frank Goodman, Nashville, Tenn. 

100 Zouave Uniforms • - - ® $20 $2000 
50 Military Coats, " Co. H." - 10 6 00 

B. R. Acceptance at^ds. 

25 

J. F. Mooar, Boston, Mass. 

50 Uniforms, " Lincoln Green," @ $25 $1260 
30 " Zouaves - - - 15 450 

28 

C. P. Meads, Syracuse, N, Y, 

20 Beady-made Boys' Coats - @ $5 $100 
30 " " Vests - - - 1.60 45 

20 doz. Collars 1 20 

165 
C.B. IH8ct.(^,5% 8.25 

30 

A. W. Smith, MeadmUe, Pa. 

75 Complete Uniforms - - - @ $25 - - - - 

Sales on time, to Cr. of Mdse. - - - - 

Sales for Cash, posted from Cash-Book - 

Petty Sales, entered only on Cash-Book - 

Total Sales for the month - - - 



Gekikal. 



Cash. 



2189 



575 



730 



2500 



1700 



1875 



1475 
1227 



12271 



1190 



128 



23 



25 



156 



75 



1475 



05 



27 



126 
1 
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CASH - BOOK. 



Cash, September 1, 1884, 



1884 
Sept. 



36 



27 



28 



29 



- - Amonnt invested 

- - R C. S., Sales-Book 
• - Petty sales, P. C. B. 

On% 

A. J. R., Sales-Book 
Petty sales, P. C. B. 

C. O. S., Sales-Book 

On% 

Petty sales, P. C. B. 



D. T. Axes 
MSSE. - - 
Mdsb. • - - 

L. L. WlLLIAXS 

Mdsb. - - - 
Mdsb. - - - 
Mdsb. - • • 
Mdsb. - - - 
a. c. lobbck 
Mdsb. - - - 

Mdsb. •* " . . . 

Mdsb. C. C. C, Sales-Book - - - 

L. L. Williams --pn%- 

Bills Receiyablb - T. W. Hannum's Dote - - - 

Interest - ... On above, 8 mos. 8 ds. , at 6 % - 

Mdsb. - - • 

B. R. Fblton 

Mdsb. • - . 

A. *W. Smith - 

Mdse. - - - 

E. R. Feltok 
Mdsb. - - - 
a. c. lobeok 
Mdsb. • - « 



Petty sales, P. C. B. 

On% 

Petty sales, P. C. B. 

In fall of % - - - 

Petty sales, P. C. B. 

On% 

Petty sales, P. C. B. 

On % 

Petty sales, P. C. B. 

Mdsb. C. P. M., Sales-Book 

Mdsb. Petty sales, P. C. B. 

Mdsb. " " - 

Bills Rbcbivablb • Wm. Heron's note - 

Mdsb. Petty sales, P. C. B. 

Merchandise, Cr. • • - 
Cash, Dr. 



11 



10 



Gbneral. 



6000 



200 



750 



160 
750 
11 

1000 



170 



500 



12 



780 



2702 



12326 



87 



02 



Mdse. 



d68 


72 


54 


25 


89 




28 


90 


105 




787 


5fr 


58 




188 




128 


25 


94 


8^ 



112 



58 

117 
156 

87 
112 

175 



2702 



44 

75- 

94 

5C 
75 
50^ 
94 



27 



Set IX. 



1884 
Sept. 



Cash, September 1, 1884. 
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80 



EZFBNBB - 
A.S.PA1IIBH 

EXFENBB • 

BXFBNBIB - 

EXFSITBIB • 

Ml>8B. - - 

EZFENBB - 

B2EFBNBS • 

Bills Patablb 
Intbrest 

BZFBNBS 

BxmNSB 

BZPBNBS 

EXPBNBB 
BZFBNBS 

Intbkbbt 

EXFBNBB 



L. S. Mbtoalt 



- Postage stamps - • 
. On% 

• S tons Coal, ® $6 - 

• BUI of Stationery • 

• Hands, tor shop-work 

- Invoice of Cloths • 

- Gas Bill 

• Hands, for shop-work 
. Note flivor T. B. Browne - 

- On above, 8 mos. 8 ds., at 6 ^ 

• derks' salaries • - - • 

- Hands, for Bhop-work - - 

- Bent for Sept 

- Porterage and Drayage - 

• Hands, for shop-work • • 

• Disc, off Heron*B note, 5 mo, 

[31 ds. 

- Partners* salaries 



ExPENSB, Dr, 

Cash, Or. - • • 

- . Forhi8Capital(Ca8b,Cr.p.l6) 



* This Balance, being already shown in the 
Ledger, is not carried into the money column at 
the beginning of the new month in the osnal man- 
ner, but entered at the end, after the proper debit 
to Cash has been ascertained. All danger of post- 
ing this amonnt a second time is thus avoided. 



Obnbbal. ExrENSB. 



800 



4800 



1000 
40 



20 



1746 



7907 
S946 
1U7S 



13896 



60 



81 



OS 



10 
15 
150 

15 
175 



112 
250 
100 
35 
275 

606 



1746 



128 
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LEDO-ER.— Set IX. 

(1) 
r>. T. Ames. 



18M 
Sept. 


ao 


Lose&Oain - - 
Balance - - - 


Ll7 


M 

k9hB 


37 


1884 
Sept. 


1 


Cash .... 
Balance • - - 


cl 


5000 

"ecoo" 






6000 












Oct. 


1 




4d45^ 


63 



(2) 
L. S. Metcal£ 



1884 ! 
Sept. 1 
" i 30 



Sundries - - 
Loss & Gain • 
Bills Payable > ; jl 
Cash - - . • - c8 







1884 




17D6 




Sept. 


1 


54 


37 






2000 








2946 


68 






6796 













Mdse. 



j\ 



6795 



6796 



(3) 

Gr. W^. Latimer. 



1884 












1884 










— ' 


Sept. 


1 


SundrieB - • - 


Jl 


900 




Sept. 


1 


Sundries - - - 


Jl 


6900 




*t 


30 


Lose & Gain * • 


Ll7 


54 


37 














t« 


t( 


Balance - - - 




U9U6 
5900 


63 
















6900 
















Oct. 


1 


Balance • - • 




4945 


69 



(4) 
Merchandise. 



1884 












1884 










— 


Sept. 


1 


L.S.Metcalf- - 


Jl 


6795 




Sept. 


30 


Sundries - • - 


82 


9669 




ii 


7 


Cash - - - - 


c2 


4800 




ii 


(( 


Cash • . • > 


ol 


2702 


27 


" 


80 


Loss A Oain - - 


1.17 


1651 


i9 

29 


(t 


u 


Inventory - . - 




976 


09 




18246 


29 




— — 


Inventory • • • 


_.. 


975 













~ 




— 


Oct. 


1 


02 
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Bills 


(r>) 
Payabl 


e. 








1884 
Sept. 


15 
30 


Cash - - - - 
Balance - - - 


c3 


1000 
S150 

4150 





1884 
Sept. 

(4 


1 

15 
30 


L.S.Metcalf- - 
J. P.Mooar - - 
L.S.MetcaIf- - 

Balance - • - 


Jl 
Jl 
Jl 


17l» 
400 
2000 






4150 


— T 






Oct. 


1 


dl50 






(6) 
Interest. 






1884 
Sept. 


1 

16 
30 


Q. W. Latimer - 
Cash - - . . 

Int. Payable - - 
Int. Beceivable - 


ji 

o2 
c2 


13 
40 
20 

59 

184 


88 
50 
81 
17 

36 


1884 
Sept. 

14 
li 


1 

17 
30 


L. S. Metcalf- ^ 
Cash - - - 
Int. Seceivabiv . 
Loss <& 6M^ - - 

Int. tayaDle - - 


Jl 

ol 

Ll7 


45 

11 


68 




134 


36 


Oct. 


1 


9 


83 


Oct. 


1 


59 


1? 


(7) 
Bills Receivable. 


1684 
fiept. 


1 
18 

ao 
1 


G.W. Latimer - 
Md8e.-aT.L.. 
W.H. - 
J.J. Souder - - 
Mdse.-F.G.- - 

Balance- - - - 


Jl 

Bl 
82 

Jl 

s2 


1500 
660 
730 
1104 
2500 




1884 
Sept. 


17 
30 


Cash-T.W.H. - 

" W. H. - - 

Balance - - - 


cl 
ol 


750 
730 

600U 






6484 




6484 




Oct. 


5004 










(8) 
L. L. ^Williams. 


1884 
Sept. 


1 

15 


G.W.Latimer - 
Mdse. ... - 

Balance - - - 


Jl 

83 


500 
575 




1884 
Sept. 


2 
16 
30 


Cash - - - - 

Balance - • - 


1 

ol 
cl 


200 
150 

7£5 






1075 




1075 




Oct. 


1 




725 
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(») 
JB^ W. Smitli.* 



(10) 
K. R. K-eltoTx. 



Sept. 1 
*' 80 



Oct. 1 



1875 


12 
72 


8ept.« 

1 


868 

1875 


12 


8887 


vasFt 


12 


. 1875 











12 Sept. 1 
5 



Oct. 1 



1170 
900 


mz: 


Sept. 22 
*• 26 
" 30 


1000 
170 
900 


'' 


2070 


20TD 




900 









(11) 

^. C. ILto'beok. 



(12) 
J. J. Souder. 



Sept. 1 I 
'^ 12 ! 



Oct. 1 



1250 
639 




1880 
639 


— 



Sept. 10 
»f 87 
" 30 



760 
500 
6S9 



1889 



Sept. 1 



1104 



Sept. 20 



1104 



(13> 
-A.. S. Farish. 



(14) 
J". F. ACooai*. 



Sept 



30 



80O 

goo 




Sept. 1 


600 


600 




500 






Oct. 1 


200 



Sept. 15 


400 
1700 

2100 
1 1700 




«!P^i 1 


400 
1700 

2100 


Oct. 1 




1 



(15) 
Cash. 



1884 












1881 










- — 


Sept. 


80 


Sundries - - - 


cl 


12826 


02 


Sept. 


30 
80 


Sundries - - - 
L. S. Metcalf- - 
Balance • - - 


c2 
c2 


7907 
2945 

U7S 


31 
63 

08 










12826 


02 










12826 


02 


Oct. 


1 


Balance - - - 




1473 


06 















(16) 
Expense. 



1884 
Sept. 



8C 



Cash- 



es 



1746 



1884 
Sept. 



30 



Loss db Gain 



Ll7 



171,6 



(17) 
Loss <fe Grain. 



1884 
Sept. 


80 


Interest - - - 
Expense - - - 


l6 

Ll6 


68 

1746 

1 


40 


1884 
Sept. 


30 


Mdse. ... - 
D, T. Ames • - 
L.S.Metcaff' - 
0. W. Latimer - 


l4 

Ll 

l2 

l8 


1651 

6U 
5U 
5U 




1814 


40 


1814 

















2» 

ST 
ST 
S7 

40i 



* A few of the accoante are given in skeleton form to save space. 
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AP f^'XDIX. 



BILIj - BOOK 



BILL - BOOK. 



Ko. 


Whbk 
Rbc'd. 


Drawbb ok 
Endoksbr. 


Dkawbb OB ! 

Makbr ^^ WHOSB Fator. 


For what 

RaCBITBD. 


WUBRB PaYABLB. 




1884 


1 






1 


Sept. 1 


G. W. Latimer. 


T. W. Hannum. G. W. Latimer. 


InvcBtment. 


Keystone Bank. 


2 


" »' 


U 44 


A.H.Hinman. ' »' 


t» 


B'k of America^ 


3 


ii u 




H. T. Loomis. 


Ame8,M'f&Co. 


Mdse. 


Maker's office. 


4 


" 18 




Wm. Heron. 


u u 


Mdse. 


«. It 


ft 


'♦ 20 




J. J. Soader. 
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In fall of %. 


U it 
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Ame8,M'f&Ca 


F. Goodman. 
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Mdse. 


Pairmount B'k» 



BILL - BOOK 
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Drawkr or 


Drawbb or 
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For what 




No. 


laSCBD. 


Ehdorsbr. 


Makbr. 


In WB08B Fator. 


OVTBM. 


Whbrb Patablb. 
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Sept. 1 




L. S. Metcalf 


Ira Mayhew. 


Ass'dtorM'f. 


AdelphiBank. 


2 


" " 




i( u 


T. R. Browne. 


M tt 


Maker's office. 


8 


" 15 


J. F. Mooar. 


Ame8,M'f&Co. W. A. Miller. 


In fall of %. 


Marine Bank. 


4 


*♦ 30 




Ames & Latimer 


L. S. Metcalf. 


For Capital. 


Maker^s office. 



THE BILL -BOOK. 

The utility of this auxiliary will be apparent, for a complete record of 
nej^otiable paper — and especially of our own outstanding obligations — ^is of 
the utmost importance. The form here given is the one in general use, and 
no explanation is necessary. Although many authors have attempted to do- 
so, this book can not profitably be used as a principal book, from which to> 
post. Its chief function is that of a " tickler," reminding us of the matuiit/^ 
of all notes and drafts, both against us and in our £Eiyor. 
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PAYABLE. 





Time. 


Whew Dub. 






When and How 
Disposed of. 


Datb. 


Year. 


1 


i 


1 

so 


i 

3 


1 


9 

1 


1 


1 


H 


12 


1 


i 


Amount 


1884, July 1 
" Jan. 12 
" Sep. 15 
" " 80 


3 mo8. 
8moB. 
80 ds. 
6mo8. 


1884 
1884 
1884 
1886 




760 
1000 

400 
2000 




1884 
Sept. 15 


Paid. 



THE COLUMNAR JOURNAL. 

In addition to the usual debit and credit money columns, this Journal is- 
proTided with special columns for such accounts as are most frequently affected. 
This enables us to post to the accounts thus represented the aggregate for a 
certain period — usually one month — instead of transferring each item sepa- 
rately ; thus sayinpf a vast amount of labor in posting and considerable spac& 
in the Ledpfer. 

The following pages exhibit what is known as the " Six-Coluran Journal." 
The special columns here used are Cash and Expense on the debit, and Cash 
and Merchandise on the credit side. The transactions are taken from Set IX. 
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Set X.— D. T. AMES AND G. W. LATIMER, PROPRIETORS. 



CharacteHstics.^QoTiiAnTimg the buBiness of the preceding set under the new proprietor- 
ship. Capital increased by additional inveBtments. BasinesB prosperone. Net gain divided 
equally between the partners after crediting them each with interest on his net investment. 

Accounts luted in addition to those opened in Set 9.— J. N. Curry ; Randall & 
Horton ; W. A. Miller ; J. C. Miller ; A. J. Rider. 



Philadelphia f October .Z, 1884. D. T. Ames and G. W. Latimer^ 
fonniDg the firm of " Ames & Latimer," continue the business of " Ames,. 
Mrtcalf & Co." with the resources and liabilities of the previous business. 
Interest, at 6%, allowed on net investment. Losses and gains divided equally, 

D. T. Ames makes an additional cash investment of $2000. 

B)uglit of Randall & Horton, New York, on 60 ds. credit (3% off within 10 ds.)^ 

Invoico of Mdse. amounting to $3000. Sold James N. Kimball, 

Brooklyn, N. Y., for net cash, 1 doz. Fancy Neckties, $12 ; 12 doz. prs. Lisle 
Thread Stockings, @ $3. Total, $ 

,?, Paid shop-hands, cash, $300. Received cash for petty sales^ 

per P. C. B., $//9. 

:i. Received cash of E. R. Felton, in full of %, $ Sold 

A. W. Smith, on %, 6 doz. French Yoke Shirts, @ |18 ; 10 doz. Knit Under- 
shirts, @ $7 ; 8 doz. prs. Knit Drawers, @ $8. TotaL $ 

4. Paid cash for note assumed by us, favor Ira May hew, due this day,, 
with interest. Face of note, $7^0 ; Interest accrued (3 mos. 3 ds.), at 6%,. 
$ * Total, $ 

5. Sold T. B. Stowell, Providence, R. I., for net cash, 15 Alpaca Coats,. 
@ $2 ; 20 Cassimere Vests, @ $1.50 ; 6 doz. " Himyah " Collars, @ $2. Total, 
-f Received cash for petty sales, per P. C. B., $/20. 

7. Paid cash for Repairing Store, $/60j also for advertisement in- 
*' Philadelphia Times," $26. Total, $ Received cash for petty- 

sales, per P. C. B., $94^.83. 

S. Paid A. S. Parish, in full of %, per sight draft on A. W. Smithy 

$ Rec'd of L. L. Williams, cash in full of %, $ 

Sold J. D. Odell, New York, on his note at 60 ds., 50 Complete Uniforms, 

qt $20, $ Sold Otto Behr, City, for cash, 5^ disc, 4 doz. Cotton* 

Hose, @ $1.80; 6 doz. Mixed do.,@ $3.18; 12 doz. Silk do., @ $8. Total, 
$ Received cash for petty sales, per P. C. B., $f06. 

9. Sold J. F. Mooar, on % , 24 Ready-made Coats, @ $5 ; 15 prs. Pants, 

@ $3.75 ; 80 Vests, @ $2 ; 1 Fine Overcoat, $25. Total, $ 

Paid hands for shop- work, cash, $263. Received cash for petty sales, 

per P. C. B., $296. 

* All calculations of interest In connection with this work, except when otherwise- 
stated, should be made on the basis of 860 days to the year. 
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JO. Sold W. A. Miller, New York, on %. 16 doz. "Himyali" Collare, 
j@ $1.95 ; 16 doz. " Elite " Ck>llare, @ |2 ; 20 doz. " Claudent" Scarfs, @ $3 ; 
;50 doz. prs. " Punjab " Caffs, @ $8.75 ; 20 doz. pre. " Borneo" Cofb, @ $3.50. 
•Total, f Received cash for petty sales, per P. C. B., fif/O.SO. 

11. Received cash for J. J. Sondei^s note, less disc. Face of note, 
-^ Disc, off for 1 mo. 11 ds., at 6%, ^ / Net amount received, 

^ Paid Randall & Horton, cash in full of %, less 2% discount. 

Face of %, fi ; Discount, $ ; Cash paid, i^ 

G. W. Latimer makes a further investment in cash of $fOOO. 

12. Bought of W. J. Maxwell & Co., City, on our acceptance at 60 ds., 

Bill of Mdse., amounting to $3600. Sold J. C. Miller, Lancaster, Pa., 

on %, 100 Complete Uniforms, % $19, $ 

15. Sold L. H. Packard, New York, for net cash, 5 doz. " Byron '' Collars, 

@ $2 ; 4 doz. " D'Orsay " Cravats, @ $12. Total, $ Received 

H»sh for petty sales, per P. C. B., $^60.26. 

16. Paid hands for shop-work, cash, $270, Received cash for 

petty sales, per P. C. B., $76,60. Received from J. F. Mooar, caah 

<m %, $7600, 

18. Sold A. W. Smith, on %, 1 case Overalls, 6 doz. prs., @ $6 per doz. ; 

;2 cases Summer Frocks, 12 doz., at $18 per doz. Total, $ 

Received cash for petty sales, per P. C. B., $726, Paid cash for our 

acceptance of Sept. 15, favor W. A. Miller, due this day, $ 

19. Received of A. W. Smith to apply on %, sight draft on A. B. Rankin 

■& Co., for $7800. Sold J. N. Currey, Lancaster, Pa., on %, 10 Military 

floats, @ $15 ; 5 do. (officers^, @ $25. Total, $ Received caah 

for petty sales, per P. C. B., $726. D. T. Ames draws out cash, 

$200. 

21. Sold A. J. Rider, Trenton, N. J., on %, 1 pc. French Cassimere, 

^0 yds., @ $8 ; 10 yds. Striped Satin, @ $6. Total. $ Received 

-cash for petty sales, per P. C. B., $707. 

23. Paid cash for our acceptance, favor W. J. Maxwell & Co., less disc. 
Face. $ J Disc, off for 1 mo. 21 ds., $ ; Net amount paid, 

$ Received cash for petty sales, per P. C. B., $60, 

Paid hands for shop- work, cash, $360, 

25. Sold A. C. Lobeck^ on %, 12 Boys' Frocks, @ $2; 36 do., @ $5. 

Total, -!^ Sold Oscar Riess, New York, for cash, 5^ disc, 

10 doz. ''Claudent" Scarfs, @ $2.85; 20 doz. boxes "Linene Reversible" 
Collars, @ $1.25 per doz.; 5 doz. prs. Celluloid Cuffs, @ $1. Total, t^ 

27. Received from A. C. Lobeck cash in full of %, $ 

Received cash for petty sales, per P. C. B., $700. 

29. Received cash for A. H. Hinman's note of July 26, due this day. 
Face of note, $ ; Interest accrued (3 mos. 3 ds.), at 6%, $ } 
Amount received, -^ 

30. Paid cash to hands for shop- work, $A70, 
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/ii. Paid Gas bill lA cash, ^/8; Rent for October. $W0; Partners' 

Salaries, ^4-00. Total, $ Interest due partners on their 

avv?rai?e investment (31 ds.) ; D. T. Ames, $S6,J^9 ; G. W. Latimer^ 
^28,88. Total, ^ 

Memobandum op Rbsoubcbs and Liabilities not shown on Led&eb. 

i2e«owrc€«.— Mdse. unsold, ^4-24-4',S7' 

Liabilities. — Interest Payable : Accrued interest on our note, favor L. S. Met- 
calf (1 mo.), at 7%, $fU67- Also discount on paper not matured,, 
as follows : on H. T. Loomis's note (4 mos. 4 ds.), at 6%, ^/S.^S ; 
on Frank Goodman's acceptance (22 ds.), at 6%, S^^fTj on J. D. 
OdelFs note (1 mo. 10 ds.), at 6%, f^6. 67. Total, ^4,0.94^. 

Entire Net Gain, ^^W6,8e, 



Statement of Results at Closing. 



-Besources.- 



Mdse. - - - - 
Bills Receivable 
A. W. Smith - 
J. F. Mooar - - 
J. N. Currey 
Cash .... 
W. A. Miller - 
J. C. Miller - - 
A. J. Rider - - 



$4244.37 
4150 

369 

461.25 

275 
3972.11 

380.70 
1900 

210 



15962.43 



-Liabilities.' 



Bills Payable - - 

Interest Payable - 

D. T. Ames - - - 

G. W. Latimer - - 



$2000 
40.94 
7864.05 
6557.44 



16962.43 



Set XI.— S. S. PACKARD AND W. A. MILLER, PROPRIETORS. 



Characteristics.— 'In this set is presented the business connected with the publishing of 
A periodical. There are two partners, investing equally. The business terminates with a 
aet gain, which is shared equally between the partners, after crediting them with salary for 
their services. 

[This set may be written up in the ordinary form of books, or, still better, in books 
provided with special columns for the most frequently recurring items, as suggested in the 
forms previously presented. Let the teacher select such methods as appear to him best 
adapted to the case in hand.] 

Names of accounts used. — S. S. Packard; W. A. Miller ; Cash ; Furniture and 
Fixtures; Magazine; Printing and Manufacturing ; Paper; National 
News Co. ; Western News Co. ; Robert Lowe & Co. ; Subscriptions ; 
Rent ; Expense ; Contributions ; Advertising Expenses ; Advertising 
Returns ; Moss Engraving Co. ; Bulkley, Dunton & Co. ; Postage ; 
Services; N. G. Miller; J. J. Little & Co.; Dominion News Ca; 
Loss & Gain. 
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New York 9 June 2^ 1884. S. S. Packard and W. A. Miller enter 
into copartnership under the ^rm name of " S. S. Packard & Co.," for the 
purpose of carrying on the publication of The New Era in Educa;ti<my a 
monthly magazine hitherto published by S. S. Packard. Mr. Packard trans 
fers to the new firm the resources and liabilities of his former business, and 
is to have entire charge of the editorial work, receiving therefor a yearly 
salary of $2400. Mr. Miller is to assume the financial management, receiving 
a yearly salary of $1800. Each partner is to make a net investment of $5000, 
■and the gains and losses are to be divided equally. 

S. S. Packard invests : Cash, $J^200 ; Furniture and Fixtures, valued 
at $800 ; Back numbers of magazine, estimated value, $A60 ;* Do. in 
bound volumes, $300; Electrotype Plates, valued at $300 ;\ Paper, 
$600. Personal accounts : National News Co., $600 ; Western News 
<^o., $800; Robt. Lowe & Co., $260, The firm assumes for him Unex- 
pired Subscriptions, estimated at $3200.% Net investment, $6000, 

W. A. Miller invests : Cash, $6000, 

Paid cash for rent of building for June, $600. Received cash for 

15 yearly subscriptions, as per Subscription Register, (^ $5, $76,% 

•Cash sales of magazine this day, per P. C. B., amount to $^A,60,\ 

S, Received cash for rent of upper floors for June, $360. Paid 

-cash for contributions to July number as follows: Chas. Tiffany, $/00; 

S. H. Terry, $60. Total, $ Paid cash for advertising in 

daily papers, $^^^0. Received cash for 36 subscriptions, as per Subs. 

Reg., $/30, Cash sales, per P. C. B., $//, 

4. Sold Robert Lowe & Co.. City, on %, 50 copies June, @ 36)^, $ 

Paid cash for contributions to July number: S. M. Lenox, $76; Louis 

Delatour (translation), $20, Total, $ Received cash for 

advertisements to be inserted in July issue, $66 ; also for sales per P. C. B., 
$8.60. 

5, Credit Moss Engraving Co. for Engravings furnished for July number, 

as per bill, $34^.60.** Bought of Bulkley, Dunton & Co., 30 ds., 200 

Rms. Machine Finished Book Paper, 26 x 40 — 50, @ $5, $ ; t^lso 

60 Rms. Buff Cover Paper, 21 x 26 - 50, @ $6.88, $ Total, $ 

Paid cash for circulars, $/0 ; for postage stamps, $9, 

(i. Sold Western News Co., Chicago, on %, 25 copies April ; 40 do. May ; 

85 do. June Total, 150 copies, @ 30^, $ Received cash for 

70 subscriptions, as per Subs. Reg., $360/ also for sales, per P. C. B. 
$/6,60. 

* Debit Magazine accoant for this and the following item. 

t Debit IMnting and Manaflactaring acconnt. 

X Credit SabscriptionB accoant. This amoant represents the estimated cost of supplying 
-the magazine to sabscribers for the time paid for, bat not yet elapsed, and inasmach ajs th^ 
new firm is expected to complete the engagements entered into by the former proprietor, thig 
item constitutes a liability, and must be treated accordingly. ' 

% Credit Sabscriptions account. 

I Credit Magazine account. 
** Debit Printing and Manufacturing accoant. 
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7. Received cash for advertisements, $/60. Paid salaries in cash, 

^76 ; also sundry expenses, per Ex. Bk., ^34^,86, ' 

9. Received cash of National News Co., in full of % , -^ 

Received for 40 subscriptions, as per Subs. R^., $200 ; also for sales per 
P. C. B., $26, 

10. Sold N. G. Miller, Boston, on %, 20 copies Jan.; 30 do. Feb.; 20 do. 
March ; 30 do. April ; 55 do. June. Total, 155 oopien, @ 38^, -^ also 
§ Bound Volumes, hf. morocco, 1883, @ $6, i ^ Total bill, ^__. 

11. Received from Western News Co. 100 copies March, not disposed of, 

for which we credit them @ 30^ per copy, $ , , Received cash for 

86 subscriptions, as per Subs. Reg., $J^30, 

12. Cash sales per P. C. B., $20. Vaid cash for copyright, July 

number, $/.* 

13. Bought for cash 1 Herring's Safe, No. 3, $A60. Received 

cash for 20 subscriptions, as per Subs. Reg., $tOO, 

14. Salaries paid in C2iah.,$ SO; also sundry expenses, per Ex. Bk., 

$/S. 76, Received from our primters, J. J. Little & Co., July edition, 

iO^^K) copies. We credit their account for the following items : 

Oomposition and Electrotyping, Text 164,468 ems, ® $1.10 pr. M. .... $302.91 
Composition *' " Advtemts. and Cover, 28,460 ems, @ $1.10 pr.M. 31.30 

8 Extra Plates, to print 2 sets, @ fiO^ - • • - - 4.80 

Electrotyping Back Strip .(jo 

62 hoars Alterations and Rxtra Time, ^60^ 31 

8 Boxes for Plates, @ 76^ 2.25 

Pressworlc, 10,000, 7 forms, 16 plates ea., 40 tolcens, @50^ •« 140 

" " 1 form, 8 plates (2 sets) 90 tolcens, @ 50^ 10 

'* ** Covers, 40 tokens, @ 40^ 16 

Binding, '* Copies, @ $8.50 per M. 85 

Total $528.8Gt 

le. Shipped Western News Co., on %, 1300 copies July, @ 30^, -^ 

Delivered to National News Co., City, on %, 1000 copies July, @ 30^, 

<r Sold N. G. Miller, on %, 100 copies July, @ 38^, $ 

Received cash for advertisements, $276 ; also for cash sale^ per 

P. C. B., $62.60, 

15. Sent to General Post Office, for regular subscribers, 6250 copies July 
issue ; Paid postage on same in cash, 2850 lbs., @ 2^, $ ; also paiil 

dmyage to Post Office in cash, $A.60, Sold N. G. Miller, on %, 100 

copies July, @ W» :^ Cash sales, per P. C. B., $72.80, 

19. Paid R. H. Stone for contribution to August number, $60. 

Received cash for 22 subscriptions, as per Subs. Reg., $ff0 ; also for sales 
perP. C. B., ^^4.J^. 

20. Delivered to National News Co., on %, 300 copies July, @ W, 
$ Cash sales, per P. C. B., $63. 76, 

21. Shipped Dominion News Co., Montreal, on %, 800 copies July, 

@ 30^, ;^ Salaries paid in cash, $80 J also petty expenses. 

per Ex. Bk., $9. 

* Debit Expense account. t Debit Printing and Mannfttctaring account;. 
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23. Ptad J. J. Little & Co. cash, $628.86. Received cash iott 

10 subecriptions, as per Sabs. Reg., $60, 

24. Received from J. J. Little & Co., supplementary edition of July iasue^ 
2000 copies, for which we credit them, as per bill : 



Press-work, 2000, 7 forms, 16 plates ea., 8 tokens, ® 60^ 

@60^ 



Binding, 



Iform, 8 " 4 

Covers, 8 

copies, (^ $8.50 per M. 
Total - - 



$28 
2 
8.90 

17 



$60.20 

20, Paid cash for advertising, $26. Sent to Post Office, for subv 

scribers, 3000 copies July issue. Paid for postage, 172 lbs., (S 2^, $ 

28. Paid Moss Engraving Co. cash, in full of %, :^ Casb 

sales, per P. C. B., $84. 60. 

30. Received on % of Western News Co., cash, $770. Credit 

partners for salary, 1 mo.: S. S. Packard, $200; W. A. Miller, $^60. 

Total, $ Paid salaries due employees to date in cash, $84^ 

Paid cash for rent of Telephone, $72.60; Gas bill, $7.60. 

Total, $ 

Memorandxjm op Resoukcbs and Liabilitieb not shown on Ledger. 
Resources. — Back numbers of Magazine and bound vols., valued at $886.26 ;- 

Paper, 140 Rms., @ $6, and 26 do., @ $7, $896; Electrotype Plates,. 

valued at $330; Furniture and Fixtures, $/260. 
/iiaW^i^i6«.— Unfilled Subscriptions, estimated at $3/00, 

After properly entering the above items, the Business Accounts will show 
the following balances: GredUs, Magazine, $/6f8.60;* Subscriptions,. 
$/64-6; Advertising Returns, $J^90. JDebits, Printing and Manufacturing,. 
$678.66; Paper, $/048; Contributions, $296; Services, $669; 
Postage, $69.4^4-; Rent, $/60; Advertising Expenses, $66; Expense,. 
$96. /O, 

Entire Net Gain, $683.40. 

Statement op Results at Closing. 



-Resources.- 



Magazine (Back numbers) • $885.25 

Paper 896 

Printing and Mfg. (Plates) - 330 

Furniture and Fixtures - - 1250 

Cash 10795.65 

National News Co. - - - 390 

XVesteru News Co. - - - 435 

llobt. Lowe Co. .... 368 

N. (i. Miller 187.70 

Dominion News Ca . - - 90 



15527.60 



-LiabilUies,- 



Subscriptions (Unexpired) 
Bulkley, Dunton & Co. . 
J. J. Little & Co. - - . 
S. S. Packard (Partner) 
W. A. Miller (Partner) . 



$3100 
1344 

50.20 
5541.70 
5491.70 



15527.60 



* In order that the Magazine acconnt may be made to show, as nearly as possible, the 
actual gain on the pablication, it woald be well to close into it all those aoconnts which ar» 
really snbsidiary to it. These are— Subscriptions, Printing and Mfe., Paper, Contribntions*. 
and Advenising Returns. The Magazine account will then show a gain of $17S1.94. 
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Set XII. — CHARLES PARSONS, W. H. TETLOW, AND EDWARD 
PARSONS, PROPRIETORS. 



Ckaracteristics.—Btok.eT^^ bnslDess. Baying and selling stocks and bonds on spccola- 
tion, and on account of other parties. Discounting notes, loaning money on bond and 
mortgage, etc. Partners investing in equal amounts. Business prosperous. Net Gaia 
divided unequally, as per agreement. 

[The books generally used in a medium business of this character consist of a Day 
Book, or Blotter, in which the transactions are recorded as they occur, and a Cash-Book from 
which all the entries are posted directly to the Ledger. As nearly all the transaction» 
involve cash, the Journal is usually dispensed with, canceling entries being made in the 
Cash-Book for such transactions as do not contain cash.] 

JUames of accounts used. — Charles Parsons ; W. H. Tetlow ; Edward Parsons ; 
Cash ; U. S. Fours ; U. S. Four-and-a-Half s ; Expense ; Del., Lacka. 
& Western R. R. Stock ; H. H. Duncan ; Commission ; U. S. Threes ; 
S. S. Packard ; Interest ; Georgia Sixes ; U. S. Currency Sixes ; Bills 
Receivable ; Long Island R. R. Bonds ; Mortgages Receivable ; 
Metropolitan Elevated R. R. Stock : Western Un. Telegraph Stock ; 
Del. & Hudson Canal Stock ; Bills Payable ; Loss & Gain. 



Jl'^tv York, April i, 18 84. Charles Parsons, W. H. Tetlow, and 
ISctward Fi^rsons unite in copartnership under the firm name of *' Parsons, 
Tetlow & Co." The partners are to invest equaUy, and losses and gains are 
to be apporikaed as follows: Charles Parsons, 40% ; W. H. Tetlow, 35% ^ 
ICdward Parso.ia, 25%. 

Charles Pa'^sons invests Cash, $26000, 

W. H. Tetlow invests $10000 U. S. Fours,* 1907, coupon, @ 121i,t 
$/2/60;X Cash, $72860, Total investment, $26000, 

Edward Parsons invests $5000 U. S. Four-and-a-Half s, § 1891, registered, 
(a 111|, $668/. 26; Cash, $/9^/8.76, Total investment, $26000. 

Paid cash for books and stationery, $36; Rent for April, $760. 

* Bonds issued by the Government drawing 4 per cent interest. Interest payable quar- 
terly, viz. : January 1, April 1, Jaly 1, and October 1. Coupon and registered. 

t At the New York Stock Exchange all securities are quoted '' flat"— that is to say the 
quoted market price is for the bond as it stands at the time, including the accrued interest, 
except that after the closing of the transfer books the registered bonds are quoted ** ex- 
interest," which means that the interest then coming due belongs to the person holding the 
bonds at the time the transfer books were closed, and not to any subsequent purchaser. The 
transfer bocks of U. S. registered bonds are closed for the month preceding the day on which 
the interest is paid. 

X Some brokers use but a single account, '' Securities," to show the gain or loss result- 
ing from these dealings ; others make use of a few general heads, such as ** Government 
Securities," ** Railroad Bonds," etc. ; while still others employ a separate account for eact 
kind of security deaJt in, as is here proposed. Another method when dealing in first clasc 
securities is to employ only a "Premium" account, which is debited, when securities aie 
purcluised, for the amount which they cost in excess of their par value, and credited for what 
they bring above their parA-aluo, when sold; the securities being counted as cash on ha^d for 
tXeir par value. 

I Government bonds drawi-^ 4} per cent interest, payable March 1, June 1, Sept. 1, and 
Dec. 1. Coupon and registered. 
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V. Received cash for coupons of $10000 U. S. Fours, 1907, ^WO.* 

Bought for cash 100 shares Delaware, Lackawanna & Western R. R. Stock, 
@103J, ^W2f2.60.\ 

fi. Received from H. H. Duncan cash on deposit, as a margin, to cover 
purchase of stocks which he has directed us to make for him, ^fOOO.X 

4, Bought for H. H. Duncan, for cash, 100 shares N. Y. Central R. R 

Stock, @ 102i, fi Our commission, ifc, fi/2.60.% Bought 

for cash $10000 U. S. Threes. | reg., @ 100| (ex int.), ^ 

5, Received of S. S. Packard on deposit, as margin, cash, $W00. - - - - - 
Bought for S. S. Packard, for cash, 100 shares Chicago, Burlington & Quincy 
R. R. Stock, preferred, @ 113|^, $ Our commission, |%, -^ 

7. Sold for cash H. H. Duncan's 100 shares N. T. Central R. R. Stock, 
@ 105, Our commission, \%, $ Interest on $9262.50 for 

3ds. ^ ^Joy $ Remitted to H. H. Duncan check for balance due 

him, $f220.S7> 

9. Bought for cash $5000 Georgia Sixes,** @ 104, -^ 

Received quarterly dividend of 2 % on 100 shares Del., Lacka. & Western R. R. 
Stock in cash, ^ ff 

11, Sold for cash 50 shares Del., Lacka. & Western R. R. Stock, @ 105, 
-^ Paid cash for advertising, ^26. 

14. Sold for cash, S. S. Packard's 100 shares Chi., Bur. & Quincy R. R. 
Stock, @ 120, ^ Our commission, jfo,^ Interest on $10337.50 

for 9 ds., @ 6%, :^ Balance to his credit, ^ 

16. Bought for cash $5000 U. S. Fours, 1907, coup., @ 120f, ^ j 

also $10000 U. S. Currency Sixes, ft 1895, reg., @ 123, fi 

17. Paid S. S. Packard's siji^ht draft for balance of % in cash, -^ 

Discounted for H. D. Nichols his note, our favor, @ 30 ds. ; Face of 

note, $600 ; Discount off for 33 ds., @ 6%, ;^ Cash paid, $ 

* We receive three months' interest. Credit U. 8. Fours account. 

t Stocks are usnally issued in shares having a par value of $100 each, and quotations 
are made at bo much per cent on the basis of a par value of $100 per share. Thus, in the 
above case, 103^ means $10Si (or |103.125) for $100 worth of the par valae, or one share of 
thr stock. 

\ Debit Cash and credit H. H. Duncan. Stock brokers require fh>m the person for 
whom they buy and ^^ carry " stock a deposit to protect them against any loss which might 
result fi-om a decline in the value of the stock thus held. This " margin " is usually 10-W 
per cent of the par value of the stock to be purchased. The broker furnishes the necessary 
additional funds, charging legal rate of interest therefor. 

{ Debit H. H. Duncan for the cost of the stock plus our commission. 

I Government bonds, bearing 3 per cent interest, payable Feb. 1, May 1, Aug. 1, and 
Nov. 1. Registered only. 

♦♦ Bonds issued by the State of Georgia, bearing 6 per cent interest. 

ft Credit Del., Lacka. & Western R. R. Stock accoant. 

$^ These bonds are so called from the fact that the interest on, them, 6 per cent, is pay- 
able in currency, and not in coin, as is the case with all other Government bonds now 
outstanding. They are payable 80 years from date, and mature at different dates fh>m 1806 
to 18^9. Interest payable Jan. 1 and July 1. Registered only. 
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ItP. Bought for cash $5000 Long Ishiud K. K. 5^ Bonds, @ 102, i^ 
Sold for cash $10000 U. S. Fours, 1907, coup., @ 123J, ^ 

22. Bought for cash $5000 U. S. Currency Sixes, 1899, reg., @ 131, 

^ Procured for Byron Horton the discounting of his note, 

<a 60 ds., for $6000 ; Received brokerage, J%, in cash, -^ 

2H. Loaned W. A. Miller, for one year, interest at 6% per annum^ 
^6000, receiving as security his bond and mortgage on Paterson prop- 
erty * Sold for B. W. Jones 300 shares Illinois Central R. R. Stock. 

Received commission, J%, in cash, $ 

29. Sold for cash $10000 U. S. Threes, reg., @ 101, $ 

Bought for cash 100 shares Metropolitan Elevated R. R. Stock, @ 99, -^ 

also of B. White on our acceptance @ 10 ds. (interest @ 6%), 200 shares Del. 
& Hudson Canal Stock, @ 94|, -^ and 100 shares Western Union Tele- 
graph Stock, @ 62|, $ Total, ^ 

30. Sold for cash $5000 Georgia Sixes, @ 101, $ ; $5000 Long Isl. 

R. R. Bonds, @ 100, $ ; 50 shares Del., Lacka. & Western R. R Stock, 

<^ 105^, $ Received quarterly dividend of \\% on 100 shares 

Western Union Tel. Stock, $ Paid current expenses in cash. 

Memorandum op Resources and Liabilities not shown on Ledger. 

i26«M^rr€«.— $5000 U. S. Fours, coup., @ 121, -^ $6000 U. S. Four-and- 

a-Halfs, reg., @ 112 J, $ ; $10000 U. S. Currency Sixes, 1895, 

@ 1234, 9 J 15000 U . S. Currency Sixes, 1899, @ 131f , $ ; 

100 shares Met. Elevated R. R. Stock, @ 98}, -^ 200 shares Del. 

& Hudson Canal Stock, @ 94|, $ / 100 shares Western Union 

Tel. Stock, @ 61J, $ Interest Receivable : Accrued interest 
on W. A. Miller's mort^e, $5000 (7 ds.), @ 6%, $ 

liiabilUies. — Interest Payable : Accrued interest on our acceptance, favor of 
B. White, $25187.50 (1 day), @ 6 % , -^ also disc, for unexpired 

time (20 ds.) on H. D. Nichols's note, @ 6 % , $ Total, $ 

Entire Net Gain, $622.89, 

Statement op Results at Closing. 



-Besaurces, 



U. S. Fours .... 
U. S. Four-anda-Halfs - 
U. S. Currency Sixes 
Met. Elevated R R. Stock 
Del. & Hudson Canal Stock 
Western Union Tel. Stock 

Cash 

Bills Receivable - - - 
Mortgages Receivable - 
Interest Receivable - - 



- $6050 

- 5625 

- 18918.75 

- 9825 

- 18950 

- 6187.50 

- 29654.18 

- 500 

- 5000 

5.83 

100716.26 



-LiabUUiea.- 



Bills Payable $25187.50 

Interest Payable ... 5.87 

Charles Parsons - - - - 25209.16 
W. H. Tetlow - - - - 25183.01 
Edward Parsons - - - 25130.72 



100716.26 



* Debit Mortgagee Receivable account. This accoant is treated in all respects like Billi 
Receivable account. 
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FORMS OF AUXILIARY BOOKS. 

Following are given foruis of auxiliary books in general use. The latter 
form of Cash-Book may be used also as a principal book, a column being pro- 
vided for the Ledger pages. Model of Bill-Book will be found on page 132. 

CASH - BOOK.— Transactions of Set VII. 

New YovL, May, 1884. 



1884 
May 



Jane 



10 



Chas. Seymoar invested 

Paid for Office Famiture 

" " Books and Stationery 

Deposited in First National Bank 

Sold fh>m T. & H.'s Sales, No. 1, 50 brls. Flour - $11.40 

Sold 85 brls. St. Louis Extra Flour 14 

Sold 85 " State Superfine " 9 

Deposited in Bank 

Sold from T. & H.'s Sales, No. 8, 76 brls. Pork - 20 

Deposited in Bank 

Sold from Wheeler's Sales, No. 1, 500 bush. Wheat - 8.85 

Deposited in Bank 

Received from J. L. Hunt, in ftill of acct 

Deposited in Bank 

Baiance on hand ------ 

Balance on hand 



5000 
570 

aso 

286 
1500 
1685 
1876 



10845 



870 



850 

.50 
4C00 



1000 
8000 
ICOO 

1875 

S70 

10645 



CASH - BOOK. 



New Yorh^ May, 1884. 



1884 
May 


1 
5 

6 

(1 

10 
18 
83 


Chas. Sbtmoub - - - Invested 

T. & H.'8 SALKfl, No. 1 - 50 brls. Flour - - - $11.40 

Mdse. 25 " " St. L. Ex., 14. 

Mdsb. 25 " " State Sup., 9. 

T. & H.'s Salbs, No. 2 - 75 " Pork - - 80. 
Wheeler's Sales, No. 1 - 500 bush. Wheat - - 3.35 

J.L.Hunt In ftill of % 

Total Cash Received 




5000 
670 
360 
886 
1500 
1685 
1875 
10645 





10645 






10646 




June 


1 


Balance 






aro 
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SALES - BOOK.— Transactions of Set IV. 

Buffalo, March 2, 1884. 



MiiXABD Fillmore, CUy. 

1 Set Enameled Farnitare . . - - 
1 *' Black Walnut Furniture (oiled) 
1 Carved Rose-wood Buream - - - 

S 

Jambs Truman, Bochester, iV. T. 

1 Mahogany Settee 

6 Parlor Chairs • • 

1 Rose-wood Tdte-2k-T6te - . • - 
1 B. W. Library Book-case . - - - 

4 

A. W. Smith, MecutviUe^ Pa, 

1 B. W. French Bedstead - - - - 
1 Extension Dining Table . - - - 
1 Enameled Bedroom Suit - . - - 

5 



Note at S months. 



Cash. 



-16.00 



On "/c. 



J. H. Goldsmith, Detroit, MUsh. Note at 60 ds. 

6 Gothic Chairs $7.00 

1 B. W. Dressing Bureau 

1 French Mantel Clock 

6 R. W. and Brocatelle Parlor Chairs, - $10.00 
■■ — 



Gborgb T. Smtthe, Syracuee, N. T. 

12 Dining Chairs - - - . 

1 B. W. Child's Crib ... 

1 Ornamental fitagdre • - 

Total Sales 



Cash. 
' -$8.00 



75 
276 
100 



460 



286 



160 



96 



1174 



Transactions of Set VII. 

New York, May, 1884. 



1884 
Jlay 



furnitubb • - 
Expense - • • 

First Nat. Bank 



For office - - - - 
Books and Stationery 
Deposited • - • • 



Total Cash Disbursed 
Balande - - 



850 
60 
4000 
1000 
2000 
1000 
1875 
10275 



10275 

570 

10645 
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COMMISSION SALES 
Thompson & Hayes's 



1884 


14 
16 


Bush. 


Bmh. 
Oats. 


Cash. Freight and Drayage 

Storage, Insnrance, etc. 

Ooinmi88lon,3|% on|885 

Thompeon & Hayes's Net Proceeds • 


180 
18 
22 


87 
37 


216 
678 

~895" 




May 
June 


500 
500 


800 


24 








76 




800 



















BANK CHECK -BOOK 



PASS-BOOK. 



j>r. FIRST NATIONAL BANK » 


% WITH CHAS. SEYNOCa. Cr. 


1884 

May 2 

- 6 


Cash, P. - 
" P. - 

Balance - 


4000 
1000 




1884 
" 8 


Ck. No. 1 
** 2 
" 8 

Balance • 


876 
225 
247 

urn 


50 
60 


5000 




6000 






4168 


60 









DEPOSIT SlilF. 



Deposited in 

4pr8t Rational Sank. 

By Charles Sbymodr, 

//€w York, May t, 188U, 


BUls 

Checks 


1774 
1200 
600 
126 
400 


50 
50 


4000 

J 





Datb. 



1884 

May 2 

'» 6 



lOO* 



4000 
1000 

• ooo 



Dbpos- 

ITS. 



875 



225 



0» 

•» 
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BOOK.— Sets VII and VIII. 

Sales, No. 3. 



1884 


18 
15 


Bus'i. 
Rye. 


Bush. 
OaU. 


J. L.Hunt, on % $1.40 

Cash 66^ 


TOO 
196 




8»5 




May 
June 


500 
~500" 


800 
300 












895 

















AND AUXILIARIES. -Set VII. 



1. 

May 4 
S. S. Packard. 

Rent - - - 



May 6 
Star Ins. Co. 



Premiam on 
Warehouse - 



3. 

May 8 
Empire Line. 

Freight - - 



875 



235 



347 



50 



^'o. 1. 



i^itst National Bank. 

/8. fi^ (Pachard— or order. 

9^hree Hundred and Beventy-five il'ollars. 



Pay to- 



$87 Sf^^ 



Charles Seymour. 



cA'b. 2. JTew York, Jday 6, 1&S4 

£ixBX National Sank. 

(Pay to Star Insurance Co or order. 

QTivo Hundred and Twenty-Jive (l)ollars 

$225.<^^, Charles Seymour. 



JV0.3. 



J^ew York,J^ay S, 1&&4- 

iFirst National Bank. 

Pay to Empii^e Line : or order, 

^wo Hundred Forty-seven and -f^o (I)ollars. 



$^^7^^. 



Charles Seymowr 



(ft; 



./V(9. ^. Jieuj York, 16":^ 

f^irst National Sank. 

Pay to 07- orlerj 

- (X'ollars 
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PARTNERSHIP SETTLEMENTS.* 

1» C, D, and E are partners, each investing $10000, and each to share \ 
of the gain or loss. The resources and liabilities at the close of business are 
found to be as follows, viz. : Merchandise on hand, per inventory, $8159.50 ; 
<Mish on hand, $5013.88 ; personal accounts due the firm, $4235 ; notes and 
accepted drafts (bills receivable) on hand, $5000 ; real estate, $8000 ; bonds 
and stocks, $12000 ; owing by the firm to sundry persons, $5505 ; firm's notes 
outstanding (bills payable), $8000. C has withdrawn during the year 
$1247.87; D, $1400; and E, $1489. What is each partner's interest in the 
concern at closing ? 

V. C, D, and E are partners, sharing the gains and losses equally. C's net 
investment was $8752.13 ; D's, $8600 ; and E's, $8511. During the year the 
firm's gains were as follows : Merchandise, $8529 ; stocks and bonds, $650 ; 
interest, $985.26. The cost of conducting the bus'mess was $2125. What 
was each partner's interest at closing? 

fi. M and N are partners, M sharing } of the gain or loss and N J. M 
invested $15000 and N $5000. At the close of the business year, the resources 
and liabilities of the concern are as follows : Cash on hand, $2128 ; bills pay- 
able, $4000; bills receivable, $3000; the firm owes sundry persons, $8375; 
due the firm from sundry persons, $16427 ; rent paid in advance, .*; 375 ; mort- 
gage held by the concern on the property of A. G. Pope, $5000 ; accrued 
interest on the same, $150; store fixtures valued at $835; merchandise on 
hand, $9410; accrued interest on firm's notes outstanding, $112; accrued in- 
terest on notes held by the firm, $75. M has withdrawn $2465 ; and N, 
$2275. According to the agreement, each partner is to receive a salary ot 
$2500. What are the separate interests at the close of the business ? 

4. A and B are partners, A investing | of the capital, and B J; the gains 
or losses to be shared in the same proportion. The following is an exhibit of 
the business, excepting the partners* accounts, at the close of a certain period : 
Mesources, cash, $3775 ; Stone & Co., $150 ; A. R. Mead, $1200 ; bills receiv- 
able, $5500 ; interest on the same, 125 ; merchandise, $5140. Liabilities, L. 
Blair, $500; W. H. Rice, $723; Martens & Bui tman, $517.64; bills payable, 
$3300 ; interest on the same, $169. The net gain during the year was $3174. 
What was each partner's original investment ? 

o. Upon a close valuation of the personal accounts due the firm in the 
preceding example, the partners are convinced that Stone & Co.'s is worth no 
more than 50% of its face; and A. R. Mead's, 25% of its face. Upon this 
valuation what would be the gain, and what the condition of the partners' 
accounts at closing ? 

6*. P and Q are partners, each to receive interest on his net investment 
at the rate of 6% per annum, and the net gain or loss to be divided equally. 
P invests, Jan. 1, $5000 ; Mar. 1, $4000 ; June 16, $1500 j and draws out Apr. 
16, $2500. Q invests, Jan. 1, $8000 ; Sept. 16, $2000 ; and draws out June 1, 



* From the ''Packard Coxxbrcial Arithicetio.'* 
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1^1500 ; Nov. 11, $500. At the close of the year, the net gain is found to be 
$4475.25, without taking into account the interest on the partners' accounts. 
What is the amount due each partner after the gain is adjusted ? (Time by 
-Compound Subtraction.) 

7* A and B have been doing business as partners, A sharing f and B | of 
the gains and losses. A invested $4500, average date. Mar. 25, 1882 ; and 
drew out $2700, average date, Sept. 12, 1882. B invested $7200, average date, 
June 17 ; and drew out $3750, average date, Oct. 25, 1882. At the time of 
their dissolution, Jan. 1, 1883, the debts of the firm were all paid and they 
had on hand belonging to the firm $8750 in cash. How shall the money bo 
divided, each being allowed interest at 6% on his investment and charged 
with interest at the same rate on the amounts drawn ? (Time by exact days. 
Interest 360 days to the year.) 

8. A and B are partners, A having f and B f interest. A advanced in 
l)usiness $12000, average date, Jan. 12, 1883; and drew out $]2($5, averajye 
date, Oct. 20, 1888. B advanced $7500, average date April 5. 1883 ; and drew 
out $2560, average date, Nov. 25, 1883. Jan. 1, 1884, A purchases B's interest, 
in the business, and at that date the assets are as follows : Cash, $5800 ; mer- 
chandise, $6250 ; notes on hand, $7800 ; accrued interest on the same, $387.14 ; 
personal accounts, $5700. The liabilities are as follows : Notes outstanding, 
$4200 ; accrued interest on the same, $227.65 ; personal accounts, $2500. How 
much is B entitled to, 5% of the personal accounts being considered uncol- 
lectible, and interest being reckoned on the partners* accounts at 6% per 
annum (805 days to the year) ? 

0, Four merchants ship goods on joint account. A puts in $6000, B 
$5500, C $4200, and D $4800. What will be each man's share, if the gain is 
49200 ? 

10. Five persons having claims against the Government, placed their 
<;lainis in the hands of an agent for collection ; A's claim amounted to $500, 
B's to $425, C's to $300, D's to $250, and E's to $175 ; but, after the agent had 
deducted his fees, there remained only $1287.50. How much did each claim- 
ant receive? 

11* A, B, and C are partners. A puts into the concern $3000, but with- 
draws half of it at the end of 6 months ; B puts in $2000, and adds $500 to it 
at the end of 4 months ; C puts in $2500 for the whole year. The gain during 
the year is $1700. What is each one's share ? 

12, Three contractors agree to build a road for $10000. A has 25 men 
at work for 16 days and 30 men for 34 days. B has 40 men for 10 days and 45 
men for 40 days. C has 48 men for 50 days. C receives $200 extra for super- 
intending the work. How much is each contractor entitled to ? 

13, J, K, and L are partners, jrain or loss to be divided according to 
average investment. J invests as follows : Jan. 1, $6000; Apr. 1, $4000 ; K 
invests, Jan. 1, $8000; L invests, Jan. 1, $7000; Apr. 16, $2500; and draws 
out June 16, $3500. At the end of the year the net gain is found to be 
$4135.60. What is each partner's share? (Time by Compound Subtrac 
tion.) 
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14, A and B are partners for one year, the gain or loss to be divided in 
propoition to tiieir average investments. A invested, Jan. 1, $8000 ; June 16^ 
^1500; Aug. 1, $3500; and drew out, May 1, $1500. B invested, Jan. 1, 
^lOOOO ; April 1, ^500 ; and withdrew, Aug. 16, $2600. How much should A 
invest Sept. 1 to entitle him to one-half the gain ? 

13, A, B, and C form a copartnership under the following conditions : 
A is to manage the business, and to receive therefor $2400 per annum, which 
amount is to be credited as July 1. He is to receive interest on his salary 
and to pay interest on sums withdrawn at the rate of 6% per annum. B and 
C are to furnish the capital, and to receive interest therefor at the rate of 6% 
per annum, The net gain or loss to be divided equally. B invests, Jan. 1, 
IjJlOOOO ; Apr. 1, $5000. C invests, Jan. 1, $10000 ; July 1, $5000 ; and draws, 
out Sept. 16, $500. A draws out, Feb. 1, $200 ; Mar. 1, $400 ; July 11, $500 ; 
Oct. 1, $200 ; Nov. 21, $100. At the end of the year, the gain— without 
taking into account either the salary to be paid to A or the interest on tlie 
partners* accounts — is $8437.16. What will be the balance of each partner's 
account, when all the items have been properly entered ? 

10. A, B, and C are partners, A investing $25000 capital, B $5000, and C 
nothing. The proportionate interests are : A 60%, B 25^, C 15^. At the 
expiration of the term of copartnership, and after the gains and losses have 
been adjusted, A's credit of capital stands intact, B has a credit of only $1000^ 
while C has overdrawn his account $8534. C being insolvent, how much 
mu^it B pay into the concern to adjust his share of the loss? 

j?7. M, the owner of a mill, employs S, a miller, under the following 
conditions : M is to furnish the requisite capital, and S to receive, in lieu of 
salary, J of the profits. M has a store connected with the mill, on the books 
of which are entered all time sales of mill products. The grain, etc., for the 
mill is furnished by M. At the beginning of the year the value of the grain,, 
flour, feed, etc., is $1727. During the year M's purchases for the mill amount 
to $19275. S has received for cash sales $16337, of which he has paid over 
to M $15550. The sales on account, as shown on M's books, amount to $8375 ; 
and the value of the products on hand is $2828. During the year S has pur- 
chased goods at M's store to the amount of $837.65. How much is owing to- 
S at the expiration of the year ? 

18, A, B, and C are partners, A sharing f of the gain or loss, B |, and 
C i. Interest is to be reckoned at the rate of 6% per annum (365 days to the 
year) on the partners' accounts, and each partner is to receive a salary of 
$1800, to be credited as July 1. A invested, Jan. 1, $16000 ; and ^vithdrew 
during the year $4875, average date, Aug. 21. B invested, Jan. 1, $20000 v 
and withdrew $6224, average date, June 18. C invested, Jan, 1, $5000; and 
and withdrew $2625, average date, July 81. Jan. 1, of the following year, 
the merchandise account shows a gain of $18437.16 ; the interest account (not 
including the interest on the partners' accounts) a gain of $586.38 ; sundry 
consignment accounts show a net gain of $1287.14. The expense account 
(not including the partners' salaries) shows a loss of $3424.75. What is each 
partner's interest in the business at closing? How will A be affected if each 
])artner's salary is increased to $2500? 
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IB, A, B. and C are partners in business, investing as follows : A, $4000;-. 
B, $G000 ; C, $8000. The partners are to share the profits and losses in pro- 
portion to their investments. Each is entitled to compensation for services at 
the rate of $1800 per year. At the end of the year B and C purchase the 
interest of A, and in the payment therefor, it is desired that the remaiuing^ 
members shall so invest that their interests shall be equal. It is mutually 
aprreed that the '* good will " of the business shall be valued at $3000 in the- 
final settlement. It is also agreed that a discount of 5% shall be allowed 
upon all uncollected accounts as a fund to meet bad debts and costs for col- 
lecting. A statement of the business previous to closing shows the following, 
results : Merchandise, horses, wagon, ofiice fixtures, and cash on hand^ 
$12410; sundry debtors, $17030; sundry creditors, $4050; expense account 
(not including partners' salaries), $2400; profit on merchandise sold, $15332, 
A withdrew $1150; B withdrew $3267; C withdrew $2125. How much 
must B and C each invest or pay A, and how should the books of the new 
firm be opened ? 

NoTB.— B and C, not desiring to have the new books encumbered with the contingent 
accounts of " good will " and " reserve fund," closed these accounts after a settlement was* 
made with A. 

20, A and B are partners in business. A is to furnish the capital, and to 
receive interest at the rate of 10% per annum, B is to give his entire ener- 
gies U* the business, and to receive therefor a yearly salary of $2000, payable- 
in monthly installments at the end of each month. The net gain or loss is to 
be divided equally. A's investments are as follows : Jan. 1, $7000 ; April 1, 
$3C00 ; July 1, $2500 ; Aug. 1, $5000. Jan. 1 the firm assumed a note for him 
of $2000, due and payable July 1. The following amounts, at the dates: 
named, were drawn out by each of the partners : A — April 10, $300; May 15, 
$150; Aug. 20, $500. B— Jan. 31, $166.67; Feb. 15, $200 ; May 1, $150; 
July 1, $300; Aug. 15, $100 ; Sept. 1, $125 ; Nov. 1, $200. At the end of the 
year their books show the following condition of the business : 

Resources. lAaJbiUties. 

Cash $5175.10 Personal accounts $3150^ 

Merchandise - - - - 13250.17 Notes 1500- 

Personal accounts - - - 6750 

Notes 5000 

With what amount should each partner be credited ? 

Note.— B's salary is due in equal monthly amounts, at the end of each month. If the- 
actual sums drawn by him at the various dates are not equivalent to this, let the matter b* 
adjusted on the basis of interest at 6% per annum, 

21, C, D, and E engage in a professional business January 1, with a cap- 
ital of $6000, which is contributed equally. Each partner keeps an account 
of his services, and also of his receipts and expenditures, and the net gain 
is to be divided equally at the end of the year. It is also agreed that each 
shall pay into the concern interest on all money used, at the rate of 6% per 
annum. At the end of the year the following statements are rendered : 

C's services, as recorded, have produced $7500. His collections have- 
been as follows: Jan. 15, $150; Feb. 10. $317.25; March 1, $500; April 12^ 
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-$175; April 20, $eOO; June 10. $335; July 1, $412.35; Sept. 9, $174.25; 
Oct. 1, $260 ; Dec. 15, $412.18 ; Dec. 31, $600. He has paid expenses for the 
^ncern as follows: April 10, $125; May 15, $25 ; July 1, |137.50. 

D's services have come to $8000. He has received cash as follows : 
March 1, $375 ; April 10, $122 ; April 15, $216.25 ; June 10, $159.75 ; July 15, 
$417; Oct. 5, $813.75 ; Dec. 10, $400; Dec. 20 $500. He has expended for 
the concern, July 1, $230. 

E has earned $8750 ; and has collected, Jan. 12, $421 ; Feb. 1, $750 
March 20, $318.75; March 31, $127.50; April 19, $613.75; July 30, $1500 
Aug. 12, $129.70; Sept. 19, $329.20; Oct. 15, $459.33; Nov. 19, $517.84 
Dec. 31, $750. He has paid no expenses for the concern. 

There remains, earned and uncollected, $11413.25. A careful examina- 
tion of the accounts convinces the proprietors that not more than $500 of this 
amount is doubtful ; and they base their net earnings on the undoubted 
resources. How will each partner's account stand when the proper adjust- 
ments have been made and recorded ? 



MISCELLANEOUS EXAMPLES. 

[These problems are serviceable in testing the student's proficiency in the work passed 
over, and his skill in solving practical questions in accoants. Some of the examples admit 
of various solutions. In all sach cases it would be well to require the work to be performed 
by the several methods, thus bringing out more clearly all the points involved, besides 
■affording additional proof of the correctness of the work.] 

1, A merchant commenced business with a cash capital of $4000. At the 
end of the year, the following facts appear from his records: Amount of Cash 
received, $17500; amount paid out, $13750; J. Smith's account is debited 
$1500, and credited $750 ; Robert Brace's, Dr. $900, Cr. $595 ; T. Sloan, Dr. 
^915, Cr. $1417 ; Value of Merchandise unsold, $500. 

Mequvred, the net capital at dosing ; as, also, the net gain during the year, 

2* A commenced business with the following investment : Cash on hand, 
:$1500 ; Cash in Bank, $5750 ; Notes on hand, $2500 ; Interest due on same, 
$150; Robert Smart owes on %, $2000. His losses and gains during the 
year are as follows : Gain on Merchandise, $1251.25 ; Do. on Shipments, 
$1595 ; Expenses, $375 ; Loss on bad debts, $800. 

Bequi/red, his net capital at the dose. 

3. Henry Smith and Wm. Jones are partners, each investing $10000 in 
the business; gains and losses to be divided equally. During the business 
Smith has withdrawn |500, and Jones $700. At the dose they ascertain that 
there has been a net gain of $1575. The Balance Sheet exhibits the following 
list of property and ^ehiB:— Property. — Bank Stock, $5000; Merchandise, 

$750; Notes, $4000; Personal Indebtedness, $2175; Cash, p . Debts.-- 

Personal accounts, $2500 ; Notes, $2750. 

Bequi/red, the amount of Cash on hand, and the condition of the partner^ 

4ILCC0UntS. 
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4. Commeuced business without capital or liability, 
year my Ledger shows the following balances : 



At the end of the 



Ddnts, 

Cash $1700 

Merchandise 475 

Bills Receivable 500 

Expense 175 

Interest 25 

Stuart & Co. 2500 



CredUs. 

Bills Payable $1500^ 

Robert Schenck 2150* 

Peter Misner 300 

Commission 175 

James Connor 12,50^ 



$5375 



$5375. 



I have Merchandise on hand valued at $1275. 
Required, my capital at the close. 



ii. The following is an exhibit of my business, at the close of a certain 
period : 

Besov/rces, 

Cash $575 

Bank - - • 3200 

Stuart & Co. 150 

^thbone&Dick 1200 



Liainlities, 

A. Van Wyck $500 

Sanborn & Co. 250' 

H. & J. Lewis 473 

J. McFarland 310- 

Bills Payable 3000- 

Interest on same 150' 



Government Bonds - - - - 4000 

Bills Receivable 1500 

Interest on Notes - - - - 125 

Mortgages 3750 

Merchandise 1390 

My net gain^ based on the above exhibit, has been $3175. 

What was my ariffinal iv/cestm^ni f 

(i. Suppose, in the above example, that Stuart & Co.'s account is worth 
no mo:-e than 25^ of its face, and Rathbone & Dick's but 50% of its face. 
Upon this valtiation, what has been my net gain ? 

7. The account showing net investment has been torn from my Ledger,., 
leaving all the other accounts intact, as follows : 



Debits. 



Credits. 



$17310 15 Cash $15976 12 

8132 50 Merchandise - - 3795 50' 

117 25 Expense 

1400 Bills Receivable 

12 50 Interest 

175 Johnson & Co. 

The Merchandise remaining unsold is valued at $5795. There were no 
amounts invested or withdrawn after the opening of the business, and thft^ 
net gain has been $1328.25. 

Bequi/red, the original iiVMStment, 
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8* The following is a Trial Balance of my Ledger : 

J)ebit8, Credits. 

Stock $1284 

412150 * Cash ... 11012 

7500 - Merchandise - 6125 

8000 Real Estate 9150 

4000 Bills Receivable 2000 

3000 Bills Payable 5100 

129 Interest 212 

350 Expense - - 

172 J. Whitcomb 

H. Van Renssalaer 418 



$35301 $35301 



My net gain has been $1008, and the only property I have on hand, not 
-exLibited in the Ledger, is unsold Merchandise. 
Hequired, its valuation. 

0, My Merchandise cost $15000, and I have sold what has produced 
$8531.25. My average gain in the sales has been 30^ on the cost of the 
goods sold. 

Bequired, the value of unsold MercTtaridise, estimated at cost. 

10, A, B, and C are partners, equal in interest. Some time ago A drew 
K)ut for private use, $500, and C, $400. 

How may the mMter now he equitably adjusted between them so a>sto charge 
ih&m with eqwdJ, amounts on the books f 

11, \> and E are equal partners. They have on hand a note for $2000, 
which E considers doubtful. D agrees to buy E's share ($1000) for $500. 

acquired, the entry on the books, 

12, ¥ admits G as partner, on condition that the latter sliall assume 
notes outstanding to the amount of $3000. 

What is the required entry f 

IS, H, the sole proprietor of a business, owes his clerk, J, the sum of 
-$500, for which his note is given. Afterwards the clerk, J, is taken in as a 
partner, having one-third interest in the business. When the note falls 
due, J draws the amount from the concern, and delivers the note to H as 
canceled. 

Ha,s J been paid in fuUf If not, what entry can be made on the books to 
properly adjust the matter f 

14, Suppose, in the above case, that J had put the note into the coucem 
.as a part of his investment ; and when it matured, the amount was paid over 
l)y H to J. 

What entry would properly adjust the matter f 



APPENDIX. 157 

15, Suppose, in the latter case, that H put the money into the coucem^ 
«nd took up the note. 

W?uU wavld he the proper entry f 

ft 

in. K owes L $1000 ; L owes M $1000 ; and M owes K $1000. In pay- 
<nent of his debt, K gives to L his sight-draft on M for the full amount, 

Whcvt debit and credit entries in each of the person^ hooks udHI this transac- 
tion necessitate? 

17* N, O, and P are equal partners. At the end of a certain period the 
following amounts are due them from tlie business for services ; N, $250 ; O, 
1225 ; P, $125. 

Required t the proper Journal entry for settling this matter directly hetween 
the partners, permitting no accounts except those of the partners to he used. 

18* Q, R, and S are partners equal in gains and losses ; each to receive 
Interest on his average investment. At the end of the year it is ascertained 
that Q is entitled to $56.95 interest ; R to $67.40^ and S to $16.50. 

Required, the proper Journal entry for ac^fusting this matter directly 
between the partners vMhout the intervention of the Interest %. 

9 

10, Suppose, in the above case, that the losses and gains are not to be 
divided equally, but are to be apportioned as follows: Q, -fj^; R, A J ^> tV- 
What would then he tJie required entry f 

20. T, U, and V are partners, equal in gains and losses. Each partner 
is to receive interest on his average investment, or pay interest on his de- 
€ciency. At the close of the year T is entitled to $72.50, and U to $50.75; 
while V is charged for $43.25 on his insolvency. 

Required, the proper Journal entry which shaU'adjtist the matter without 
the aid of any accounts hut those of the paHners. 

21, Suppose, in the foregoing example, the division of losses and gains 
is not to be equal, but is to be made on the following basis : T,45^ ; U, 80^ ; 

Required, the proper Journal enirfh 
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DETECTION OF ERRORS IN TRIAL BALANCES. 

The following hints apply to the detection of errors in trial 
balances, or in any operation in which errors are made in addition 
or subtraction, or in transferring numbers from one place to 
another. 

1. Ascertain the exact amount of the error.. Much time is sometimes- 
wasted in looking for errors which do not actually exist. 

2. Revise carefully the additions of the Trial Balance before looking for 
the error in the Ledger or other books. 

3. If the error is in one figure only (as 2000, 100, 50, etc.), it is probably 
an error in addition or subtraction. 

4. If an amount is entered on the wrong side of an account, or is added 
when it should be subtracted or 'dee vermj the error will be twice the amount. 

5. If the digits ^f any number are written to the right or left one, two, or 
three places, and the error be divided by 9, 99, or 999 respectively, thfr 
quotient will be the number. 

Thus, if $427 be written $4.27, the error will be $422.73 ; which divided, 
by 99 (by 9 and 11), the quotient will be $4.27. 

The number of 9's by which the number can be exactly divided is equal 
to the number of places which the number has been transferred to the right 
or to the left. 

6. If two consecutive digits of any number are transposed, the error will 
he a multiple of nine ; and the quotient obtained by dividing the error by 9* 
will express the difference between the dibits transposed. 

Thus, ff 437, be written 473, the error will be 36 ; which divided by 9- 
produces 4, the difference between 3 and 7. The same error, 30, will arise if 
tlie figures transposed are and 4, 1 and 5, 2 and 6, 4 and 8, or 5 and 9. 

7. If the error contains a number of figures, it is probable that some 
account or item has been omitted. 

8. Look for the error systematically, and not in certain portions of the 
work selected at random. 

9. Errors are frequently the result of a neglect to write figures legibly, or 
a failure to arran^ them in true vertical columns, so that units will stand 
under units, tens under tens, etc. 
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